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RULE 100 DEFINITIONS 
ee 


Applicant - shall mean a person who has made formal 
application to take a civil service examination. 


Appointing Authority - shall mean the Board of Supervisors, 
the chief executive officer, supervising head of a 
department, institution, board or commission, person or group 
of persons authorized by statute or lawfully delegated to 
make appointments. 


Board - when used alone, shall mean the Board of Supervisors. 


Certification - shall mean the submission by the Commission 
of names Of eligibles from an appropriate eligible list to an 


appointing authority. 


Class or Class of Positions - shall mean a group of positions 
sufficiently jsimilarwin erespect: stoi their <dutiessand 
responsibilities that the same descriptive title, the same 
qualification requirements, the same test of fitness, and the 
same schedule of compensation may be applied to each position 
in the group. 


Classification Plan - shall mean a summary and schematic 
outline of the classes of positions in the classified service 
arranged by broad service, groups of classes and series of 
related classes as provided by the Commission; the class 
specifications and the rules for administration of the plan. 


Classification or Reclassification - shall mean the 
determination of a position’s contents and its allocation by 
the Commission to a class in accordance with the duties 
performed and the authority and responsibilities exercised. 


Classified Service - shall mean all offices, positions and 
employments in the Kern County Service, except those 
expressly designated as exempt from the provisions of the 
Civil Service System under Section V of the Kern County 
Initiative Civil Service Ordinance. 


Commission - when used alone, shall mean the Kern County 
Civil Service Commission. 


Compensation - shall mean any salary, wage, fee, allowance or 


other emolument paid to an employee for performing the duties 
and .exercising the. responsibilities ofa position. 
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RULE 100 -(continued) 


Confidential Assistant - shall mean any person appointed to a 
budgeted position officially designated as a confidential 


assistant by the Board of Supervisors of the County, and 


whose duties, responsiblities and authority emanate from the 
elected official making the appointment. 


County - shall mean the County of Kern Government. 


Demotion - shall mean a change in status of an employee from 
a position in one class to a position in another class having 
lesser duties and responsibilities, lower qualifications and 
a lower range of compensation. 


Director - shall mean the Director of Personnel appointed by 
the Commission in accordance with Section IV of the Kern 
County Initiative Civil. Service Ordinance whose duty 10 2s 7¢0 
supervise the administration of the functions of the Civil 
Service -Commission and to act ias, ts secretary. 


Dismissal - shall mean the separation of an employee by an 
appointing authority for cause. 


Eligible - shall mean an applicant for any examination who 
receives a final passing rating and whose name appears on an 
eligible list. 


Eligible List - shall mean an officially promulgated list of 
names of persons who have been examined in an open competitve 
or promotional examination arranged in order of merit and who 
are relesciblestormcerti ficat1]0en gtorve spechine class. 


Emergency Appointment - shall mean an appointment not to 
exceed fitteen (15) Calendar days duration made during an 
actual emergency to prevent the stoppage of public business. 


Employee - shall mean a person legally holding<a position sin 
thevelagsifved service of the County of Kern. 


Employment List - shall mean eligible list, promotional 
eligible list and re-employment list. 


Extra Help - shall mean employment in the classified service 
required because of temporary limited term or seasonal needs 
for which regular positions are not provided by the Salary 
Ordinance. 
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RULE 100 (continued) 


Job Analysis - shall mean the systematic process which 
embraces the collection, compilation, verification, study, 
and applications-of all pertinent information about the 
NatuLe POL a Specific ,job.or group of jobs: Pnetnemeane 
Classification for purposes of meeting such personnel 
management needs as job evaluation, position classification, 
recrultment, examination development and validation, and 
employee performance planning and appraisal. 


LayoOLt s— shall mean termination of employment of an employee 
without prejudice because of lack of funds or work, because 
Of Natural changes: of duties or Vorganization,, or “inwonder sco 
permit reinstatement of an employee who has been on duly 
authorized leave of absence without pay. 


Leave of Absence - shall mean permission to be absent from 
duty for a specified period, which gives the employee the 
rAght, €O return to His position at the explvacionsoraen 
period. 


Limited Term Appointment - shall mean an extra help 
appointment to a position for a limited period not to exceed 
nine (9) calendar months provided there shall be no such 
reappointment with the same department for sixty (60) days 
following termination. 


Minimum Qualifications - shall mean the minimum standards of 
education, experience, ability, knowledge, licenses and other 
requirements set by the Commission for entrance to 
examinations, for appointments or for promotion. 


Objectively-Graded Test - shall mean any test in which an 


examinee receives a score that is not influenced by the views 
Or Opinions of those grading the test or evaluating =the. test 
results, (e.6., a,multiple choice, written test=—not subject, to 
interpretation). 


Oral Interview - shall mean an examination employing one or 
more interview panel members who have the responsibility to 
assess and subjectively rate an examinee's fitness and 
qualifications for employment. 


Performance Evaluation - shall mean the recording, on the 
form prescribed by the Director, of the behavior, productiv- 
ity, and individual efficiency of each probationary and per- 
manent employee of the classified service. 


Performance Examination - shall mean any examination 
ES . 
requiring the examinee to demonstrate Knowledge, skills, 
abilities and attributes. Such examinations may employ 


Written wioLe Or jpnvielcal. responses, from. the eXaminee, may be 
objectively or subjectively graded (or a combination of the 
two) and may present the test material through a variety of 


media. 
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RULE 100 (continued) 


Permanent Employee - shall mean any employee who has 
permanent status in the classified service. 


Permanent Status - shall mean the status of an employee who 
is lawfully retained in his position after the completion of 
the probationary period as provided in these rules. 


Physical Ability Test - shall mean a test of an examinee's 
physical abilities (as contrasted with mental abilities). 
Such tests may include, but not be limited to, demonstrations 
Oifestatleestrength, dynamic strength, Dalance, quicknes«, 
Stamina, flexibility and manual dexterity. 


Position - shall mean a specific office or employment 
provided by the Salary Ordinance, whether OCcCcupleag sor Vacane, 
limited term or permanent, calling for the performance of 
certain duties and the carrying of certain responsibilities 
by an employee either on a part-time or full-time basis. 


Probationary Period - shall mean a period of active service 
following date Of appointment toa permanent position from an 
eliguble” List, successrul “completion of which snalteqitve sane 
employee permanent status. 


Probationary Status - shall mean the status of an employee 
who has been certified and appointed from an eligible list or 
a promotional eligible list, but has not completed.the 
probationary period as provided in these rules. 


Promotion - shall mean a change in status of an employee 
advancing him/her, through certification from an eligible 
fist, Oa Vacant position ina Dighner (class, withenioner 
duties, responsibilities, qualifications and a higher range 
of compensation. 


Promulgation = shall mean the formal act, by the signatureror 
the Director, of authenticating and approving for use the 
eligible lists developed for the various classes of posi- 
cLons within the County. 


Provisional Appointment - shall mean an appointment made in 
the absence of any appropriate eligible list as provided in 
these rules and the Kern County Initiative Civil Service 
Ordinance. 


Provisional Employee - shall mean an employee holding a 
position under provisional appointment, pending a competitive 
examination for the class. 


Seasonal Position - shall mean any position which requires or 
is likely to require the services of an incumbent during 


Certain parts Of Gach year or recurring annually or at other 
periods. 
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RULE 100 (continued) 


a 


Subjectively-Graded Test - shall mean any test in which 
examinee scores result from the assessment, interpretation, 
Opinion, evaluation or observation of another person or group 
of persons, or for which there can be many forms of a correct 
response or responses. Tests normally employing subjective 
grading techniques include, but are not limited to, 
performance tests (practical demonstrations of skill and 


ability), oral interviews, assessment centers, and assessment 
exercises. 


Suspension - shall mean an enforced absence of an employee 
without pay for disciplinary purposes or pending 


investigation of charges made against an employee. 
Temporary Employee - shall mean: 


1. An employee filling a budgeted position for a 
period of time as a result of an authorized leave 


of absence without pay for the permanent employ- 
ee. 


2. An employee filling a budgeted position for a 
limited period of time due to: (a)> contractual 
arrangements; (b) limited duration of the job; 
and (c) trainee nature of the job. 


3. An employee filling a position which is budgeted 
for a specific pre-determined period of time to 
assist in special projects. 


Written Examination - shall mean any paper and pencil test 
which employs multiple choice completion, or true/false 
responses (or a combination) to the questions presented, and 
which is graded objectively. 
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RULE 200 


201.00 


202.00 


202.10 


202520 


202.30 


202.40 


203.00 


203.10 


CLASSIFICATION AND COMPENSATION 


UNDER AUTHORITY OF CHAPTER 2, DIVISION 3, PART Oe 
the Ordinance Code, Rule II classifies and prescribes 
Salaries for all positions in the classified service 
of the County of Kern. Because of its size and 
because it is periodically re-enacted with or without 
amendments, Rule II is printed in a separate book to 
which reference is here made. 


CLASSIFICATION OF POSLTIONS. 

Each position in the classified service shall be 
classified upon recommendation of the Director and 
approval of the Commission and the Board and shall be 
allocated to the appropriate class in accordance with 
the character, dutticultyuend ur esponsiolli ty eo mats 
assigned duties. Positions shall be allocated to the 
Same class when their duties are sufficiently similar 
thas 


The same descriptive title may be used to 
designate each position in the class. 


The same level of education, experience, 
knowledge and other qualifications 
may be required of incumbents. 


Similar tests of fitness may be used to select 
incumbents. 


The same schedule of compensation will apply 
with equity under substantially the same em- 
ployment conditions. 


AMENDMENT AND MAINTENANCE OF THE CLASSIFICATION PLAN. 
Whenever one or more new positions are to be 
established or whenever, because of any change in 
Organizationwsoremethod;.~ significant change: in, ene 
aquties Oreresponsibilitiues, of any existing position 
ls to be made which requires the amendment of the 
classification plan, such revision and amendment of 
the classification plan shall be made in the manner 
as provided herein. 


Whenever an appointing authority proposes that 
a significant change be made in the duties and 
responsibilities of an existing position, he 
shall forthwith report, the significant sLracts vin 
writing to the Commission. Thereupon, the Com— 
mission shall make a study of the duties and 
responsibilities of any, such position) and of 
thetduelmeications. required Lor, tiling che 
Same and of the relationship of such positions 
tOuotner classes. of, positions in’ the classifi-— 
cation plan. 
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ZUG 20 The Commission, upon written request of a de- 
partment head or any employee, or upon its own 
initiative, may investigate the allocation of 
any existing position because of a significant 
change in the duties and responsibilities, or 
because of the creation of a new class to which 
Such position may more appropriately be alloca- 
ted or because of the abolishment or combina- 
tion of any existing positions or classes. 


Z03 50 Whenever a new position is created and is 
Classified before it is occupied, such position 
shall be subject to investigation to determine 
if it is correctly classitied after the posi- 
GuOn vis occupied. 


203.40 Upon completion of such investigations, the 
Commission shall have authority to determine 
whether the duties of any existing or proposed 
positions have been changed, added to or elim- 
inaced, and, 1t appropriate, shall make recom- 
mendations to the Board as to the changes that 
should be made in the salary schedules affec- 
ted. 


203.50 Subject to the judgment and discretion of the 
Director, an employee occupying a position in 
the classified service under consideration for 
reclassification to a higher level may be re- 
quired to demonstrate qualifications for the 
higher level classification by appropriate 
examination. 


204.00 SPECIFICATIONS. 


204.10 The Commission shall maintain a written spec- 
Liicatiton £0r each class of position ane tne 
classified service and, when approved and adop- 
ted by the Commission, they shall constitute 
Bne cotticial speciticationg of classes in) tne 
County Service. The official copy of the iscec- 
Liacation tor each’ class of position ishealw be 
maintained in the office of the Commission, and 
Shall andicate the date of adoption or last 
revision or amendment. 


204.20 me specifications shall include: ‘the class 
tltler aabrvet deseription of the seope, nature 
and responsibility of the class; a description, 
typical but not necessarily restrictive, of 
tasks Or Guties ordinarily performed in posi 
tions allocated to the class; a statement of 
education, experience, knowledge, skills, 
abilities and additional factors or features 
Megcessary sto Derrorm. satisfactorily in the 
job. 
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204.30 Specifications are not restrictive and shall 
not be construed as declaring that duties and 
responsibilities shall not be Changed or that 
an appointing authority may not temporarily 
assign other duties and responsibilities to or 
otherwise direct and control the work of em- 
ployees under his supervision. 


205.00 THE COMPENSATION PLAN. 
The Basic Pay Plan consists of the salary schedule 
and the assignment of classes to such schedules as 
provided in the Salary Ordinance. Each employee 
Shall be paid within the schedule for his class as 
provided in said ordinance. 


2055.10 The County's compensation program shall be 
maintained through a program involving meetings 
and conferences between the Board of 
Supervisors' designated representatives and 
representatives of recognized employee 
Organizations conducted in accordance with the 
provisions of the Meyers-Milias-Brown Act 
(Government Code Sections 3500 et seq) and 
ordinances, resolutions and regulations adopted 
from time to time by the Board of Supervisors 
regarding employer-employee relations. This 
Rule is adopted for the express purpose of 
implementing Section VI (b) of the Kern County 
Civil Servy1ce Ordinance. in conformity with the 
Meyers-Milias-Brown Act which was intended by 
the State Legislature to regulate the field of 
public employee labor relations throughout the 
State. 


Page 8 


-_ 
2 bacisso}4tcs 32 . 205 
64 saa aon 
stgilisie 2% 
SPaahtes enixhiccgs Ae 
eigen ime rane 
Fiamoe bas 7222: seintetso 
iG Sequs er Tahir evavila 


WU sl wt 
atbiz2 5 
eeuaeels +0 Inecry aoe ano Sete 
Sqtpen Vaoine ody) ni hebivets 
moe 202 fiseosiw b4 ag oc iiéie 
_eeereibso Diese Of Sebirvods 
ey soe 


ie. Getbosg Sotséaraqeo> ey tae S18 
Paitetors: BE Tpo1g) Sy feuciss Said s Rate in 
| a6 Shoe alls Geswrged somone ie 905 rte 
BeVismeteessis? beicapies> (atosiv 7 
Wevolues Setiavose: th =svisnansees yes 
Stee ByAeEaIIe Hi Gaseuno> eiolsssihegs 

Tease sei i 2M: eseven.@t} 35 ancisiyol14 
> ib a ae OUes init he SOO8 Jreisls ray 
peL,Gne: Ema BAN. ty ioes Sana tls: 
Menwe %> S405 ers sni2 <3 9c ae 
Pama seins) Seyolavu-isyiiade oarhiape 


7 
fe ot ie enetare oft “Jot Gascon 21 ge 
Semen 2O: 1d) if AGL 2505E POL IseGs nl 


ery tins widens (i e5nsalL.O *ivice F 

Sarat eau sir rDA muy sacs] 14=<s36re" 
- OP esAivess cl ssus¢izzpsJ «Ie 7e _ 
foeasas BOGlisi si Toes savol ga i 


RULE 300 


3015.00 


B01 0 


801 220 


3025 00 


S02. 10 


302.00 


APPLICATIONS FOR EXAMINATIONS 


FILING OF APPLICATIONS. 

No person shall be admitted to an examination for em- 
ployment unless such person shall have completed and 
filed an application for said examination upon the 
form furnished by the Commission, which application 
shall not have been rejected by the Commission or 
Director for cause in accordance with the provisions 
of these rules. “Applicants must file applicationseun 
the office of the Commission, in person or by mail, 
not later than the final filing date prescribed in 
the notice of examination. If mailed, the applica- 
tion must be received in the office of the Commission 
by “the close of ‘business ‘on the “final filing date 
specified in the announcement. The applicant shall 
certify as to the correctness of all statements made 
in’ his application. 


Applicants must possess the minimum qualifica- 
tions for the class of “position applying to, on 
Or before’ the final date’ for -frlingsapp bica— 
tions. 


Applicants must comply with all special in- 
structions contained in the announcement. 


AGE. 

No person, solely because of age, shall be prohibited 
employment in the classified service nor shall any 
applicant solely because of age be prohibited admis- 
sion to any examination who meets the minimum quali- 
fications for the job. 


The Commission may fix minimum and/or maximum 
age requirements when compatible with legal re- 
quirements or when the Commission finds that 
certain age restrictions constitute a bona fide 
occupational qualification. 


HEALTH AND PHYSICAL ABILITY. 

The Commission shall establish medical and physical 
standards for the various classes of positions in the 
Classitied Service. Each™applicant? or elrgi ble snail 
be required to meet the medical and physical stand- 
ards prescribed by the Commission and shall be re- 
quired to take a medical and physical examination to 
determine whether or not he meets such standards, 
provided, however, that the Director may allow ap- 
poIntment without such examination in the’ case? oz 
temporary employment or in the event it is imprac= 
tical tor the county to provide such examination. 

The Commission shall designate the physicians to make 
such examinations. 
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303 .-10 If the applicant or eligible is found by a de- 
Slgnated physician not to meet the prescribed 
standards, Nis. name .shallyabe: 


BU Stk Withheld from placement on the eligible 
List, bysethe (Directors sor 


SUs% 12 Removed from the eligible list by the 
Commission, or 


S038 o13 Withheld from certification by the Director 
until the eligible does meet the required 
standards, unless waiver of medical and 
physical standards is granted. 


S03). 20 The Commission or Director may exercise 
discretion in granting a waiver of medical and 
physical standards to allow Lemponear yoy 
permanent appointment of an applicant or 
eligible who does not possess the required 
health and physique. Such waiver may be made 
upon such conditions or for such period as the 
Commission or Director may prescribe. 


ro OE ee 8) The Director may permit an applicant to obtain 
ae second medical .pinion,- at his or, hex 
expense, for the purpose of clarifying medical 
qualifications. The second medical opinion 
Shall be given whatever weight and considera- 
tion, the, Director in: his <judgment,- deems 
appropriate and a6) no. guarantee of employment 
Or placements on, an. eligtb he, lave. 


303.40 In the event of employment in advance of medi- 
cal and physical examination, or in the event 
of appointment after waiver subject to attain- 
ment of required standards within a specified 
time, such employee shall be separated on order 
of the Director unless the employee attains the 
standards or is granted an adequate waiver. 


304.00 SPECIAL QUALIFICATIONS. 
In application for examinations for positions which 
are scientific, professional or technical. «or for 
positions the duties of which require. special quali- 
fications, the Commission may demand evidence of a 
Satisfactory degree of education, training or experi- 
ence, and may demand certificates of competency, 
or the possession of such license as the law may pro- 
vide as necessary for the practice of the profession, 
art or trade involved, and may exclude applicants 
who fall to give such evidence or certificates, or 
who do not possess such licenses. All such require- 
Ments Or C€vidence cf education or licenses shall be 
Prescribed in the public notice of the examination. 


Page 10 


ihevitens soz 21 
icc say paseapic 
gis .sbazstecate 


20 mo1* Blansin 
ef] 3/07 “g 2a} 3 


~ porter tren. 


“4 Mm niseoislviag «ao suits aw Ee 


an fase sear <i iret.= =f Lean 
héee 22 16Vi56 52) % ghsetinaste 
5 > = if —- fp ‘ a. ' pa ; : 
eee yp al) St tef-'ts pES I BIS 
- 
§ 
r4 _ ion a afr Ay & riy 
aa batons Ney f= ie 1-209 94 j iz: Tara WA Je 
m # sot Se ee in f#-e toa . 
WG > Sb3¢ © (So. 
2 <£ F SoeIeg : 
wieROG 4 7 ie 2 P 
i @rals on, ! =i Ad on 10 
ict 2 : WE Ou : 
co is t ; earrac’) . 


~ 
i] 
fi 
wi 
i 
1 
; 
a et ee 


my ¢ 
ar 5 j f 1. LOE 
; i : Epa 
= a Sc od - e427 1 et 
* 7 ® ry rn oe ey 
fe , J 7 1 * & 

| ] hoe 7 tt. ae por 
1 { I ei 2Q0399 
or - } 1 i ¢ 3 


: = o. aahevOe | ee oe Es Loe ar a Ob, £0£ 
p ee : 3 Ae : 
ai 30 Nighy sti tree ery fie ke 
Tr : @ ci fds Tv how 37: Simseq ti reer ¥ 
' é tiosqe = vier iW ef? 3! 
“7 ag JA4NMIVE SS reas = ic Pog 7 
TER esSe: SeVCigiicé SaCt fesle SPoarfC ats 66 
- epee CG, - 81 SpE S Se roast =i & pehirys4 


| -SEOETASLTLIAG) GATSRSS OL, s0€ 
ano Shes, az er! o2verinssa ro; i CoG (Ge oJ 

BQ yeh ty ge9' 5c isnarsrelo cs ~titiai>ion €CA 
ae iceieé ar a RoE oh Se) SUT im” eS J3gen 
» Sonsd ivs a) “3E MES Sep ot2 SEIS “a en ‘$4523 
(3oqae SSO eas VS PIESUOR 5 Gr 4's iniseter yas 
pow ese? 3G BOTS Fs iS Ta> 6 /je* ‘Sr 239 .&agde 
224 4a3 Hol 9.3 26 Bee + ae 30 ha. Pease s43 “ze 

ms d 


Fuerte i: fe" Saag Sn? Sot Gsdceutsn a2 airy 
eon Sy 136 stu fs ee Ver Bn>) Ly’ love? ebaqs oy ize 

, i paks Sye0 Bis Meme 2s fete SYif os ) le? au 
=o > pes fave CIA esenepsi A3De Beaeeus +4y ob cutw 


3 vat Ree ae ere Ae ie? Bmithe © — emc ak levee nal ul. _ 


I00% = Rules 3045.08 
RU URS OLE ee 


304.01 EXPERIENCE 


For the purpose of this Rule, experience shall only 
be credited if the applicant held the payroll title 
of the classification as a permanent or probationary 
employee in which experience is claimed, and was paid 
the prevailing rate in that classification. The 
length of time credited to a Given level of exper- 
lence shall be the time actually paid as a permanent 
Or probationary employee for the services performed 
imechet elascsitication or Jobe 


305.00 INVESTIGATION AND FINGERPRINTS. 
In any examination for employment, the Commission may 
require as a prerequisite to such examination the 
taking oft fingerprints of all applicants andwtne 
Director may make special inquiry into past records 
of all applicants and any other investigations as 
deemed necessary. Any person whose record or réeputa= 
tion shall, in the Commission's Judgment, so warrant 
shall be disqualified from taking such examination or 
having taken said examination and whose name appears 
On the eligible list, be withheld from certification 
Ormremoved itrom isaid sist. 


306.00 DISQUALIFICATION. 
The Commission may refuse to examine, or after exam- 
ination, to certify as eligible, or may remove from 
the eligible list, any person: 


306.01 Who lacks any of the minimum qualifications 
established by the Commission for the exam- 


ination or position to which he seeks ap- 
pointment; 


306.02 Who is physically deformed or so disabled as 
to be rendered unfit to perform the duties of 
the position to which he seeks appointment; 


B06 03 Who is addicted to the use of narcotics; om the 
habitual use ,of intoxicating: hiquons to excess; 


306.04 Who has been convicted of a misdemeanor or 
felony or any crimes involving moral turpitude; 


306.05 Who has made a false statement of material facts 
Vii) his. jap placa tion: 


306.06 Who has been previously dismissed for good cause 
from any public service; 
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S06 07 Who has resigned from public service not in. good 
standing, or in order to avoid dismissal; 


306.08 Who has used, or attempted to use any personal 
Or political influence to further his/her 
eligibility orracpointment: 


306.09 Who whas~failed-to submit the <application cor= 
rectly or within the prescribed time limits; 

SUG. 10 Who has otherwise violated provisions of these 
rules. 


307.00 NOTIFICATION CF DISQUALIFIED APPLICANT. 
1squalitied applicant sha e promptly notified 
of the disqualification. “Notice of disqualitication 
shall be mailed to the applicant's last ‘known ad— 
dress. 


308.00 APPLICATIONS NOT TC BE RETURNED. 
Applications, whether accepted or rejected, shall 
remain on file in the office of the Commission and 
shall not be returned. Minor defects or omissions 
in an application on file may be corrected or sup- 
plied only after obtaining special permission from 
the Director. ~The date of receipt of anplication 
shall be endorsed thereon. Applications of persons 
who fall to appear for examination shall not be used 
for any other examination, but shall be cancelled. 
ine names of applicants Shall not. be discloseci+omene 
public without the express permission of the 
Commission. 


309.00 VETERANS' PREFERENCE. 
In order to qualify for Veterans’ Preference Credits, 
aS provided in part (hh) Section V1, of the <ivil 
Service Ordinance, an applicant must have served in 
the United States Army. Navy, Air Force, Marine 
Corps, Coast Guard, or any division thereoct in time 
“Of war, Or in any expedition of the armed forces of 
the United States, and have received an honorable 
discharge or certificate of honorable act of service. 
In addition, he must have applied for such credits on 
the Commission's form "Employment Application", and 
NMUSt Nave presented to the Directorm, the original “or 
photostatic copy of honorable discharge or certifi- 
cate of honorable discharge or certificate of honor- 
able active military service, or acceptable evidence 
Gf TeEquinedemitittary service, net later chan the 
final filing date. 


SO 92110 Veterans' Preference Credits shall not be 
applied in promotional examinations. 


Page 12 


7 — 
—- 


ies} beng iest ea ow 
ab yao’ he I> «ema onsye 
e368 ¢O bet a5 OF 
pit S eonseiec: lsuivilog 
5 ral ae to yotiidierts 
ae) Pies, o2 Sipe ear oo 


ae a 
~ ¥ 

7 = 
MNES sseo a-3, HISSiw 26 YiLs2a3 


ae 
: a 


Se SNGlesvoig 


. Sri ilewpei 
peryeey ronan ads 
Ss'sneo iliac’ siz os tselics of Lten 


ee aT: TOS 2a0fT AOL IIA 
bass9fe- a,,6 6 Tandeiw Miitieot lage 


y 
+ 
- 
4 
4 
) 


Bimeo> oif> 20 ssiIo ait: = n2e 
4 neta ta io a> #27431 [OREM (PENG IeT SS FOE Lasia 
MeO OSe2e029> 82 Yar Slit fe eorisoilauge o= mi 
a3 mOree th 124 Imiaage Gala(eddo asz36e yl Seite 
Poth Pei 26) Jo8o083 fo S76 Si: WeF9S8st1 SZ 
33 eee Enelisestiagss = inopiei2 teeyotme sd fit 
_ in 1A68R OOS Pe iner> S61 tase 7s > ££03 Cte 
veel) mopeds 4 Linde 240 obi ssadec “3026 Yas 163 

or omer eG For [fais = 10s i’ ci -ase28ka. Sc 

- “ae 36 nolesimiee =25242% «7 suis fw - 7 ici 

nc lee ime 


: 2S PMBAR 2249 I RAN STaV 

Mesbess Soadstetass “eiststsV 1O% VUl sup cas tens CF 
 kived S01 - 3 by ReLty0e | fi SSSivew: pet 
Preevase BYAN Jain Siaciteat &F (fameniorm epletaz 

“Beta .,.SSt0% sek OB 

eis Ai teeter: apiaivs6 a 

$0 280303 buayve eft.30 corel nt, Am*, 

| efesiesed ne feviase: ve BOS essere pbesk 

sBSivVise to soe aia Mead 2. —— a3 

SI fH9s3 \Have Wi Helicase sve" eum, 40 roi bie ail 

bas , “qolsaodiquh Shativeligaa” ese} a'natsecayod 449 

ieeippnigise GF (IEC act os bednesstc aur! coin 

‘a2 22100. sc WeaarSe tt. eidisaotd io yvass shaadi ata. 


_ im 20 'S)e056212329 -20. 92740 5e(S |) slasio¢d 26 ec bs 
thy ive Sitpsq3506 qe (Sosy 7Se) Vins ili oink alte 
S43 iets UIs ssc .sSivese Vessel Iie bat iwes?. te 

: 28760 SKREDLT Uswid 


Oe 200 Letie eg MDb53 chreacias? ' dnzve pay 
aac senimexs sno Logis int bez isis 


TO.908 


ag. e0F 


- 
){.80E 

- 
06 : YOE 7 
W SUe 


92. BOL : 


Of <89€ 


300.— Rule 309.20 
SS ROE Oe 0 ee 


309°. 26 Applicants who fail to apply for Veterans' 


Preference Credits, or who do not present the 
required credentials within the prescribed time 


allowed, will be deemed to have walved such 
credits. 


310.00 PROHIBITION AGAINST DISCRIMINATION. 
Discrimination against any person in the classified 
service or any person seeking admission thereto be- 
Cause of race, national origin, sex, age, physica 
disability, color, medical condition; marital Staus- 
ancestry or union activity is prohibited. Discrimin- 
ation on the basis of age, sex, or physical disabil- 
lity 1S prohibited except where age, sex, or physical 
requirements constitute a bona fide occupational 
requirement. 
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RULE 400 EXAMINATIONS 
ee eee 


401.00 EXAMINATION MANAGEMENT OBJECTIVE. 
It shall be the objective of the Commission to devel- 
Op and administer examinations (selection processes), 
for each class of position, which conform as closely 
as possible to accepted test and measurement stand- 
ards for validity and reliability... ThesDirector 
shall, as necessary, establish policies or proced- 
ures, consistent with these Rules, which will con- 
Crpbute stomthissob jective. 


402.00 CALL FOR EXAMINATION. 
Subject to the approval of the Commission, the Direc- 
tor shall call open or promotional examinations to 
fill vacancies in the classified service Ob to pro= 
vide eligible lists for classes of positions where 
vacancies are likely to occur and shall prepare, an- 
nounce and conduct same in the manner hereinafter 
provided. 


403.00 CHARACTER AND PREPARATION OF EXAMINATION. 
Examinations may Consist o any one, or 
combinations of the following, as determined 
by the Director: 


403.01 Written examination, 

403.02 Performance examination, 

403.03 Oral interview, 

403.04 Physical ability, 

403.05 Rating of education, training and 


experience. 


403.06 Assessment center. 
403.07 Work sample exercises. 
AG2 5.10 Examinations shall be practical in nature, and 


shall sbesrelatedsto, such matter asvwwill test 
fairly and practically, thesability of) the 
applicant to fulfill the requirements of the 
position to which he seeks appointment, and 
such as will reveal his general background and 
related knowledge. No questions periaining:. to 
relagveus Of political opinions or affilia— 
tions shall be asked of any applicant. 
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403.20 Examinations shall be prepared under the direc- 
tion of the Director, who may request or 
employ persons of recognized attainments, other 
personnel agencies, personnel consultants or 
experts, officers or employees of the County, 
Or such other assistance as deemed necessary, 
to assist in the preparation, conduct or grad- 
ing of such examinations. 


404.00 NOTICE OF EXAMINATIONS. 


Examination announcements shall be written or printed 
and shall contain: 


404.01 inettetle; classvand savanyarangesforsene 
classification tosbeoti bled; 


404.02 Tne period during which) applications: tor 
open examinations will be received and the 
final filing date; 


404.03 The period during which candidates for pro- 
motional examinations will be received and 
fFinaliialing dates 


404.04 The subjects of examination and their re- 
spective weights, and a statement of the 
scope of the job termed "duties"; 


404.05 Any special physical or medical requirements 
and examinations, where such requirements 
are included in the examination, and any 
special minimum qualifications of education, 
training or experience required of 
applicants; 


404.06 Restrictions, if any, as to previous serv- 
ice, age, sex or residence and such other 
qualifications as may be required. 


404.10 Except in cases of promotional examinations, 
notice of examination shall be given at least 
ten (10) calendar days; prior to the chosing 
datetifixedstior falungi epplacationss byr postangd 
copies of the announcement on a bulletin board 
designated by the Commission, and by publicly 
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announcing the same in such manner as will, in 
the judgment of the Director, attract qualified 
persons to compete therein. Copies of said an- 
nouncements shall also be sent to the County 
departments, institutions and boards concerned. 
Examinations may be postponed or canceled by 
Order of the Commission. 


405.00 COMPETITION. 
All open examinations for positions in the classified 
service of the County shall be public, competitive, 
and open to applicants who meet the requirements as 
provided by the Civil Service Ordinance and Rules of 
the Commission and who have not been debarred for 
Cause in accordance with, the provisions. of said 
Rules. 


405.10 When the Commission determines, upon recom- 
méndationwof the, Director, that theresiscia 
sufficient cause to limit the size of the 
applicant pool for a specific multi-component 
examination(s), it may take action, at a 
public meeting, to limit the number. of 
applicants to such multi-component examination 
Or any specific phase of the examination pro- 
vided the procedures for such limitation are 
indicated on the examination announcements. 
However, in those instances where the Director 
determines in open recruitment that an oral 
interview only will best rate the relative 
qualifications of the applicants who meet the 
minimum qualifications announced in the job 
specification,.theDirector.may;, without the 
need for a public meeting, interview a limited 
number of applicants who appear to be the most 
qualified based on their education and exper- 
idence as set, forth.in their, applications... .when 
an. Oral interview. only i1S.to0.be-usedandi a 
limited number of applicants are to be inter- 
viewed, such action shall be indicated on the 
examination announcement. 


405.20 Any applicants appearing late for a written 
examination shall not be admitted thereto after 
any candidate has completed his work and left 


the examination room. 


405.30 The rules governing promotional examinations 
Wii tbe Tound in Rule 900. 
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400 - Rule 406.00 


406.00 EXAMINATION PROCEDURE. 
Unless otherwise ordered by the Commission, all exam- 
inations shall be conducted under the supervision of 
the Director. The Commission may, when deemed advis- 
able, appoint competent persons to conduct all or any 
part of an examination and to rate the persons parti- 
Cipating therein. : 


406.10 Written examinations and examinations having 
writing requirements shall be so conducted that 
no examination paper will disclose the name or 
adentity oftany! participantauntilmatterethe 
examination papers of all participants have 
been marked and passing grades determined. 


406.20 Fach participant shall write his/her name 
and address and other such information as may 
be requested upon an identification form 
provided for that purpose and attach it secure- 
ly to his/her examination papers when they are 
handed in. 


406.30 Any examination paper bearing a name, number, 
sign, mark or character of any kind other than 
; the official identification number stamped 
thereon, which might identify the identity of 
the participant, shall be rejected. 


406.40 No explanation of any question shall be made to 
any individual competitor, and no remarks re- 
lating thereto which might assist in its solu- 
tion shall be made by the examiner or proctors. 
Any explanation which may be deemed necessary 
shall bermade to the entire group. 


406.50 No conversation or communication between com- 
petitors during an examination shall be per- 
mitted, nor shall any competitor be permitted 
to retain in his or her possession any written 
Or printed matter which might serve as an aid 
in the examination. Evidence of copying or 
collusion by a competitor shall constitute good 
cause for the rejection of his/her examination 
papers and debarment from future examinations. 
Copies of the questions in an examination shall 
not be made nor shall they be taken from the 
examination room. 
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407.00 RATING OF EXAMINATIONS. 
The various subjects in an examination which are 
graded independently shall be assigned weights re- 
presenting their relative values in ascertaining the 
fitness of the applicant. These weights shall repre- 
sent the value of each subject in the whole examina- 
tion. Unless otherwise provided in the announcement, 
applicants will be graded on a scale in which 100 
percent represents the highest degree of competency 
which reasonably can be expected, and unless other- 
wise ordered by the Commission, an earned average of 
seventy (70) percent shall represent the lowest 
acceptable degree of competency. Final earned scores 
(a composite of all component scores) shall be round- 
ed up to the next whole percentage point for all 
entry-level examinations (Veteran's Preference 
credits apply). Scores on promotional examinations 
shall be reported to two decimal places. 


407.03 Notwithstanding the provisions of 407.00, the 
Director may report examinee scores for entry = 
level examinations to two decimal places when, 
in his judgment, the examination is sufficient- 
ly valid and reliable, and founded in job 
analysis. 


407.10 A minimum grade in any specifically named sub- 
ject, Or component, below which any grade 
attained shall disqualify the applicant in the 
entire examination, may be established by an- 
nouncing such required minimum grade in the 
examination notice. 


407.20 In addition, any applicant who received the 
minimum acceptable grade on the various sub- 
jects “or the examination, -other than promo— 
tional, who qualifies as a veteran under pro- 
Visions “Of “part *(1) //*Section -Visofatne 
Civil Service Ordinance and Rule 309.00 
shall be given a preferential credit /of 
five per cent of the total credits earned for 
such examination, which added to his/her actual 
rating shall -Gonstttute tthe total rating, and 
an additional credit of five per cent shall 
also-be given to all such *pérsons ‘who? *in*iine 
of duty of such service suffered permanent 
disability rendering them incapable of holding 
other employment. 


407.30 Faglure by an epplicant to attain a passing 
grade in any component of an examination shall 
eliminate such applicant from competing in any 
furtner portion Of the examination. Any 
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400 - Rule 407.30 (continued) 
OE Re 607 30 CONTI Ce 


applicant so eliminated shall be notified 
immediately in writing. 


407.40 The grade of an applicant in the Qualifications 
Appraisal procedure shall be the average of the 
ratings assigned by each individual rater. 


407.41 If the applicant received a Majority of 
passing ratings, the applicant will be 
considered to have passed in this pancrot 
the examination. However, his or her actual 
score for this part of the examination will 
be the average of the ratings given by each 
individual rater, and this score will be 
weighted in with other parts of the 
examination provided for in the examination 
announcements. In such case, it is possible 
FOr anwapplicant, to pass, this part of the 
examination, but receive a score of less 
thar W/0e. 


407.42 Conversely, if an applicant receives a 
majority of failing ratings, he or she shall 
be considered to have failed in this part of 
the examination. 


408.00 NOTICE OF RESULTS OF EXAMINATION. 
As soon as the rating of an examination has been com- 
pleted and the eligible list established, each appli- 
cant shall be notified by mail of the examination 
results and, if successful, of his or her final 
earned percentage and relative position upon 
the eligible list. The applicant may-,« 1n,sthe. of face 
of the Commission and in person, request mS: Or Mer 
earned score on each component of the examination. 


409.00 INSPECTION AND REVIEW OF INDIVIDUAL APPLICA- 
TION MATERIALS AND TEST PAPERS. 
The application and examination papers of a com- 
petitor shall be treated as confidential records of 
the Commission and shall not be removed from its 
office and shall be subject to inspection only by the 
competitor and only during the time and under the 
conditions set forth as follows: 


409.01 Applicants may review their application materials 
during normal business hours by making an appoint- 
ment at least twenty-four (24) hours in advance of 


the desired review date. 
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400 - Rule 409.02 


Applicants are permitted review of answer cards 
used in objectively graded written examinations 
to confirm that the answer card has been scored 
accurately. An examinee, within five (5) 
working days after test results have been 
mailed, may check his/her score card against a 
scoring key in the office of the Commission, 
and under the supervision of the Director. The 
examinee must bring any potential errors in 
scoring to the Director's attention within the 
review period in order for corrections to be 
made and credited. 


Examination papers associated with performance 
tests which are objectively graded may be 
reviewed by the applicant to ensure they have 
been scored accurately. An examinee, within 
five (5) working days after the test results 
have been mailed, may check his/her examination 
papers against a scoring key in the office of 
the Commission, and under the supervision of 
the Director. The examinee must bring any 
CLIrObSwinnsCOLlig.tOstherattentronuot the 
Director within the review period in order for 
corrections to be made and credited. 


Examination papers and components graded by 
subjective means shall not be available for 
examinee review. However, an examinee, within 
five (5) working days after the tests have been 
graded and mailed, may petition the Director to 
review and retabulate the scoring to confirm 
the accuracy of tabulation. The examinee shall 
be *promptly notitied "of the "results of ttnis 
retabulation. 


Applicants are permitted to challenge and 
appeal any item on a written examination. The 
eppeal shall be prepared on the form prescribed 
by the Commission and submitted to the Director 
within three working days after the date of the 
examination. The applicant shall be as 
specific as possible in describing the reason 
for the challenge. Any appeal which fails to 
Gleariv™ sel” ToOrtn” the reason *oOr authority far 
the challenge will not be considered. 


The Director shall investigate the appeal as 
promptly as possible. After considering all 
Cacts, “tne Dvrector shallemdke=the tinal®ruline 
and thereafter the examination papers shall be 
Scored according tothe Director 's decision. 
The results of the investigation and decision 
on the appeal shall be promptly provided to the 
applicant. 
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400 - Rule 409.07 
we ae Oe 


409.07 Examination booklets containing test items and 
examination requirements or instructions shall not 
be available for applicant review after the appli- 
cant has left the examination area. 


410.00 SERIES EXAMINATIONS. 
See Nee ae bleep I ek 


A series of open examinations for the Same classy or 
positions may be announced by a single notice. Such 
examination may be administered from time to time as 
applicants are available or as appointments are 
necessaty. A separate eligible list shall™be cree 
ated for each examination of the series in which 
there are successful applicants, provided, however, 
the Director may prescribe in the examination 
announcement that the names of all applicants who 
qualify in any examination of the series shall be 
placed on the eligible list in the order of their 
final grades. Names shall be removed from such 
eligible list one year after the date they were 
placed thereon unless the Commission extends the 
period not more than one additional year. 


411.00 APPEAL FROM QUALIFICATION APPRAISAL BOARD. 
Within ten days after the notice of the examina- 
tion results has been mailed, a competitor 
disqualified by a Qualifications Appraisal Board may 
appeal in writing to the Commission Only upon the 
grounds of irregularity, bias, or fraud, but no such 
appeal will be considered unless it contains Specific 
allegations citing the exact cause therefor. The 
Commission shall rule upon such Appeals, andpPeart 
it grants the appeal, it shall give the competitor a 
rating of 70 per cent on education, experilenceand 
personal qualifications, except that if the Commis- 
sion finds that the Qualifications Appraisal Board 
acted fraudulently,it shall give the coOMnpeticor such 
passing rating as it may decide. 


412.00 APPEAL ON DISCRIMINATION. 
Within five (5) working days after notice of 
disqualification an employee or person seeking 
appointment to the classified service may appeal in 
writing to Civil Service Commission upon the grounds 
of discrimination! tor political or ReLUGvous sa Lite lh va 
flon because tof race, national “origin; sex) age, 
physical disability or other non-merit factor, but no 
such appeal will be considered unless it contains 
specific allegations together with documented evi- 
dence supporting the appellant's position. The Com- 
mission shall hear the appeal, consider the testimony 
and evidence from interested parties and render a de- 
cision. 
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RULE 500 ELIGIBLE LISTS 


a a 


5901.00 ORDER OF ELIGIBLES. 
Upon the completion of an examination, the Commission 
Shall establish a list of eligibles for the class of 
position for which the examination was given, upon 
which shall be enrolled all successful competitors in 
the order of each competitor's final earned 
percentage (computed in accordance with Rule 407.00) 
in the examination. When two or more eligibles have 
the same percentage final earned score each eligible 
shall receive the same numerical ranking upon the 
eligible list with the added notation, "Tie Score". 
Numerical ranking shall be cumulative. The next 
ranking after a tie score shall be one number higher 
than the total of preceding eligibles on the list. 


5902.00 DURATION OF ELIGIBLE LISTS. 


S021 0 Eligible lists shall continue in force for a 
. period of one year from date of promulgation 

unless abolished or extended by order of the 
Commission. In no event shall lists remain in 
force for less than six (6) months nor more 
than two (2) years. Notice of intention to 
abolish an eligible list shall be sent to all 
eligibles whose names appear upon the list to 
be abolished. 


502.20 When ordered by the Commission, eligible lists 
resulting from continuous testing (Rule 
410.00 ...Series Examinations) may be extended 
provided that each eligible on the list who has 
been on the list less than the maximum two 
years is extended an equal period and that no 
person is extended beyond the date which would 
give that person standing after the maximum of 
two years. 


503.00 PROMULGATION OF ELIGIBLE LISTS. 


SOS sO Preparation of Eligible Lists.” The Director 
shall prepare a statement of the results of 
each examination. "This statement will show 
the names of applications rejected, names of 
candidates taking the examination, those 
failing to appear, those withdrawing, the 
percentage rating of each examinee in each 
portion Of the examination, the total earned 
Percentage Score conputed in accordance with 
Rule 407.00, of each examinee, and the relative 
order of ranking of each examinee, whose total 
score is seventy (70) percent or more. 
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500 - Rule 503.20 
SS ee ee RS 520 60 ee 


BO Se2e0 Any individual who has successfully completed 
a work experience training program which has 
been approved by the Director shall have 
his/her name placed on the eligible list for 
the type of work for which the employee 
took special training and work experience. 

For the purpose of establishing eligibility, 
the special training and work experience shall 
be deemed as the examination for the class. 


504.00 RE-EMPLOYMENT LISTS. 
In addition to the general employment list, there 


shall be established for each class a re-employment 
list containing the names of individuals,-. (1 yawho 
have been laid off or demoted through no fault.or 
delinquency on their part, (2) who have resigned in 
good standing and have been duly reinstated by the 
Commission, or (3) who have been found by the Retire- 
ment Board to be no longer incapacitated from earlier 
disability retirement and have been duly reinstated 
by the Commission. 


504.10 Layoff: Any person having permanent status in 
the classified service who is laid off because 
of temporary or permanent abolishment of their 
position, provided their overall etficirency 
report has been satisfactory, shall have their 
name placed on the re-employment list for the 
class of position from which they were laid 


OTs. 
504.20 Resignation and Subsequent Reinstatement on 
e-Employment List: ny employee having 


permanent status in the classified service 

and who has resigned in good Standing may make 
application for reinstatement within one (1) 
year after the date of resignation, and, if 
Such request is granted, will be placed on the 
re-employment list for the class of position 
from which resigned. Such application must be 
made within one (1) year after the effective 
date of the resignation. It.shall be referred 
to the appointing authority of the department 
from which the person resigned for 
recommendation. If the Commission grants 
re-employment privileges to such person, the 
person's name shall be placed on the appropri- 
ate Te-employment list. 
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500° =—-Rule 504,21 
a 


904,21 Notwithstanding any provisions to the con- 
Crary, the Commission may, at. 1ts discere= 
tion, waive the one (1) year time limit to 
make application for reinstatement if in its 
judgement unusual and unique circumstances 
existed which resulted in an employee's 
failing to file for reinstatement within one 
(1) year after the effective date of resig- 
Natori. 


504.22 Ajwaiver of: the yone,vear time: limit mseautoe 
matically granted to any classified employee 
who resigns to accept a Confidential Assis- 
tant's position within the County. In such 
cases, the individual has one year from the 
date he/she leaves the Confidential Assis- 
tant position to exercise re-employment 
Lauchits:. 


504.30 Disability Retirement and Subsequent Reinstate- 
ment on Re-Employment List: Any employee who 
has retired for disability, then subsequent to 
disability retirement has been found by the Re- 
tirement Board to be no longer incapacitated 
after medical examination pursuant to Govern- 
ment Code Sections 31729 and 31730 may make ap- 
plication for reinstatement within one (1) year 
after the date the non-incapacity is deter- 
mined .*4.Such application. shall be referred stor 
recommendation to the former appointing author- 
ity together with any reports from the Retire- 
ment Board which may be available. If the Com- 
mission grants re-employment privileges to such 
person, his name shall be placed on the re- 
employment’ «lust for the class iof position, from 
which he was disabled. 


504.40 Order sof vNames:. -The names. of, persons: slaid one 
Shall precede the names of persons granted re- 
instatement privileges after resignation or 
disability retirement. The names of persons 
granted reinstatement privileges after having 
been found by the Retirement Board to be no 
longer incapacitated \from ecarlier .dusabi lity 
retirement shall precede the names of persons 
granted reinstatement privileges after the 
resignation. 


504.41 The names of persons laid off shall be 
placed on the appropriate re-employment 
list, inorder of seniority as determined 


by length of service. 
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504.42 The names of persons granted re-employment 
privileges after resignation or disability 
retirement shall be placed on the approp- 
riate eligible list in the order of date of 
application for re-employment, the most 
recent application shall be last. 


504.50 Duration of Re-Employment Rights: The name of 
any personegranted.1o=eaclovnenes po) ieee 
with the exception of a person laid off who 
Shall have re-employment rights as specified in 
Rules 1380 and 1455 respectively, shall 
continue on the appropriate re-employment 
fast fOr a period of Gne -vear atcer it is 
placed thereon, provided that such person 
may be continued on the list for an additional 
year if application for extension of 
eligibility is made before the expiration of 
the original period of eligibility. The name 
of any eligible on a re-employment list shall 
be automatically removed from said list at the 
expiration of the period of elivgibiiicy. 


504.60 Removal of Names from Re-Employment Lists: 
The Commission may remove the names of any eli- 
gible from a re-employment list for any reason 
listed in these rules, or the name of any re- 
employment eligible may be removed from the 
list if five certifications of his/her name 
have failed to result In his or her selection 
and appointment. 


505.00 PROMOTIONAL LISTS. 
The names of competitors who are successful in promo- 
tional examinations as provided in Rule 900 shall be 
placed on whe promotional eligible list f£6r the clases 
of position for which said examination is held, in 
the order ,of their examination ratings, and said. list 
shall take precedence over the general re-employment 
list and the general eligible list. 


506.00 SEASONAL LISTS. 
Employees who have been regularly appointed to 
seasonal work, and have served satisfactorily ina 
position recurring seasonally in a given department, 
and who have been recommended by the appointing auth- 
OFity TOM Ine luston.on such, st. -snall be placed 
upon seasonal lists for work. Said names shall be 
placed “on ssaid. Just in. the, relative order of the 
Original exeminatron ratings of the eligibles. In 
ftlling asseasonal posrtion: in a given department, 
persons whose names appear on this list for that 
department shall be preferred to those on the general 
Prwoiover List. 


Page 25 


P TO S562 192 & 
ent 


S23i 


:®@ 
oe 


ae wesltias? 


ie irr 


ne G eohen 
nese) VWas-1ct = 


oa gne Se ahs 


12 ozs 
aps: 


m isit\ain 


a 
_ 
ag As 
“Ef aste 
yb. @its t<2 
ar eb ier 2 


~ 


aatare Bl ya2- &: 
daey Sige WO >> OEvcuce 


uo vars 


J 


r atid 
A SD 
v2" Ja? 
¢ 
} 
F ry 
r= Pa 
“ ; 
arid i bed ; 
. 
o wil 
- . 
6s vilssiterasue ed 
— ‘o.¢ i 1 5 we sk A 
ons-¢2) 9015-89755 So le voor 
em 
Ml Svine? yo" mWmoree erie. G1 
— > - b 
fi on ae aS - ' . 5 
ons ¥ et Bo) i bs 4 
a tf .iS7 i¢ famvetaws 
Saad re“, ) ¥ 7 i] x —a | = - 
~ at —_ a _ 
a | an) — a ad : , 7 a“ —" ew 7 
haa Sa ts 4° : yi 
2 me 
{ , JAORG 
—— a eee 


mis Ole bas 1a: Si BA STEN DL jo. hs 
@gueagoiqne-si Jessep or : fos 2 Ss (4sne 
4 Stais fi ' > rie °< 

7 . a hit AVO=SAS 

2 Gasgiognas ~igzeluscs A Ofw s2egaiens 

anry yOcSErersee i Ss 5 si=ease 
—$g6eetarsh 4405: vei eis ‘ UMS efeies3g 
aF_lIee Pf.. > roan = 9 i is oes : 7 . Giw Bred 
basetn 2 Y ode beri yt: : Song. 2 STs 

7 Sf liwilé eansn Be AZOW 4 i7asi Hvecse Aogu 
See St. 28020 aviscies sis ' at de fae ie pabelg 
SxiGigels sf 7 at + to s24htmetes ‘[se le lao 
weesragee OS¥ig E Ti MaLtrs ‘Wafae 6 Dakis$3 
St- 19. SOS. 21s GO wS840r f€o 246224 aor ree 

(Reseee ot je i5e.) f*-i17o eet 1 it ets 


cb. £02 


~ 
iia geT 
t 
= 


LO¢ 


oO 
ae 


oe 


e@ 


ave 


500 = Rule 507.00 
en te 0 00 eee 


Svi00F INACTIVERTT ois 
The name of an eligible who is not available for im- 
mediate certification may, upon written request, be 
placed on an inactive list and may be restored to the 
active list from which removed upon request of such 
eligible provided said list is still in existence. 


508.00 SUBDIVISION OF LISTS. 
When duties of the positions or efficiency of re- 
Cruiting require, eligible lists may be subdivided 
Or separate eligible lists established for the 
various departments, subdivisions of departments, 
institutions or sections of the County... Adwlisuch 
separations or subdivisions shall be by order of the 
Director and shall be in the public notice of the 


examination or by order of the Commission recorded 
in the Minutes of the Meeting. 


509.00 REMOVAL OF NAMES FROM ELIGIBLE LIST. 
The name of an eligible may be removed from an 
eligible list: 


pov SOL FOr ahy Cause as set. forth in Rule 3060.00- 


SUI GO2 On evidence that the eligible cannot be 
located by the ‘postal author ities: 


S203 On receipt of a statement from the eligible 
declining an appointment and stating that he 
no longer desires consideration for a posi- 
tion with the County; 


509.04 If three (3) offers of a permanent appoint- 
ment to the class for which the eligible 
list was established have been declined by 
the eligible; 


5097/05 For failure to respond within stipulated 
tine after notice of certification, without 


Suitable explanation; 


509.06 rfr-certiiized three (3) times for permanent 
appointment which has failed to result in 
selection and appointments in each case made 
below the eligible's name, provided, how- 
ever; that the appointing authority states 
in writing to the Commission the reason for 
thes recommendation and further thac the 
Commission concurs with such recommendation. 
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509.07 If, five, (5) certifications itor permanent ap- 
polntment from an employment list in the 
clerical -seriesjs,ineluding }eentaticationemeo 
three (3) different departments, have failed 
to result in selection and appointment. 


SUSIE The name of an eligible on the promotional list 
Shall be considered to be on an open eligible 
list instead of a promotional list if such 
eligible is separated from the classified serv- 
ice. Unless such separation is by lay-off, due 
to lack of work or funds, re-employment in the 
Classified service shall not restore the name 
Of eligible, to the promotional last. 


2095) 20 If an employee whose name is on a seasonal list 
fails to work for two seasons, his/her name 
shall be removed from the list and he/she 
Shall have no further standing in such 
Class «of gposition..4iNotice of nemoval ind «the 
reasons therefor shall be mailed to the 
eligible at his/her last known mailing address. 


509 2.30 Any ipersom who gfailsmeor fails toappear stor 
without good cause, a test subsequent to the 
eligible list being promulgated shall be 
removed from the eligible list, provided such 
test was included in the examination process 
announced on the appropriate job bulletin. 
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RULE 600 REQUISITION, CERTIFICATION AND APPOINTMENT 
ETON, CERTIFICATION AND APPOINTMENT __ 


601.00 REQUEST FOR CERTIE CATION. 
Whenever any appointing authority learns that a 
vacancy in the classified service has occurred or is 
about? to occurs inthe department, he/she may 
notify and make requisition to the Commission for 
certification of eligibles for the vacant position. 
Such requisition shall be upon the form prescribed by 
the Commission and shall state the department, board, 
Or institution in which the vacancy exists and shall 
specify the class title, schedule and item numbers, 
date when employment will begin, duration of employ- 
ment, and may, subject to the approval of the 
Director, specify special qualifications of the 
eligibles when a bona fide occupational need exists. 


shee aes Me The appointing authority shall make a request 
for ‘Certification as; long in) advance or tne 
known or prospective date of appointment as 
possible. 


601.20 A provisional appointment in a position in the 
classified service shall be deemed to be a con- 
tinuing request™ for certiticoation of eligibles 
for permanent appointment, and, immediately 
following establishment of an appropriate 
eligible list, the birectoOr snallecertir, 
eligibles™to~such* position witnoue turther —re— 
quest from the appointing authority. 


602.00 CERTIFICATION OF NAMES. 
Upon receipt™ of *an=appointing authority os requestmror 
Cerctitication, Or; as SOON as’ practicable tnereateer, 
the” Director shall, certify ‘to the appointing: autnor— 
ity the names and addresses of the persons entitled 
tOrcertifircation, in accordance With these pules ana 
provisions contained therein. 


pOZ~ LO Orders Or Cepci ication Ot bis ts 
OO 2611 First: ~The names of the three (3) persons 


standing highest on the re-employment list 
for the class of position, who have previ- 
ously been employed in the department mak- 
ing the request; 


S02612 Second: If no one on the re-employment 


list has previously been employed in the de- 
partment in the class, then the names of 
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600. = Rule. 602.12> (continued) 
$$ eeeeesesSSSeSeS—SY = Rute 002.12 (Continued)  _ 


three (3) persons standing highest on the 
Promotional list for the class of position, 
who are presently employed in the department 
making the request shall be certified, and, 
if no one on this list has been employed, 
then the names of the three (3) employees 
Standing highest on the general promotional 
list shall be certified. 


602-13 Third: If no one as specified in the tore 
going paragraphs is available, then the 
names of the three highest persons on the 
general, re-employment. list.for the classsot 
position shall be certified. 


602.14 Fourth: If no one is available as above 
specified, then the names of the three (3) 
persons standing highest on the general 
eligible list shall be certified. 


602.20 Number to be Certified: 
Except as otherwise provided by these rules, a 
minimum of three (3) names shall be certified for 
each request, for. certificatyvon. In the event 
that tie scores, as defined in Rule 500.00 of 
these rules and, requlations,. exist within tne 
highest three (3) persons on the eligible list 
all persons with the same tie score shall be 
certifiedsto: the, vacancy. The certifications 
shall, designate: which-eligibles,; ifeany,) have tie 
scores and: thes appointing authority may select 
any Of the eligibles: so-certified: to fii) the 
vacancy. 


O02 .21 Ingcaséesmore. than one position is ‘to be 
filled in any class in a department at the 
same time the number of names certified 
shall be equal to the number of positions to 
be filled plus two, or more if tie scores 
are’ involved. |. Such certification shall 
constitute a complete certification. 


602.22 The appointingr authority shall. fill the 
farst. vacancy by selection. of one of, the 
three, or more if tie scores are involved, 
highest eligibles so certified. The second, 
and any succeeding vacancy, shall be filled 
in-a Like manner ‘by selection gn turn, from 
the’ three (3) or more if tle scores are 
involved, highest remaining names. 
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602.23 Whenever an eligible waives an appointment 
Or fails to respond to certification within 
the prescribed time, the next highest elig- 
ible“orVeligibles onthe Pist Shatm-pe 
certified if requested by the appointing 
authority and if needed to constitute a 
certification of at least the minimum number 
of names for consideration to fill “the 
vacancy. 


602.24 In case there are less than three (3) names 
On an eligible list, the number thereon 
shall be certified for appointment, but the 
appointing authority may demand certifica- 
tion OL three (3) names. whereupon examina- 
tions shall be conducted until at least 
three (3) names can be certified. 


6027.25 Wien no seligible Tist tor the class of »osi-— 
Clon yexists, Or when ;the .eligible list was 
become exhausted, and until a new list can 
be created, certification may be made from 
the eligible list most nearly appropriate to 
tne position sto be filled, 


602. 26 At the option and request of the appointing 
authority when no eligible list for the 
elass Of position. 6xists,. certrfrication. of 
eligibles may be made from an expired 
eligible list tor the Class "OL. [OS Ltronmin 
which the vacancy exists provided one (1) 
year has not elapsed since the list has 
expired. 


602.30 Promotional certiricabion. 
An eligible with permanent status in the 
classified service who has been placed on 
an existing open list may be certified to the 
department in which he or she ts currently 
employed. For this to occur there must be no 
promotional list for the same classification and 
the department must make written request that a 
Similar position be filled promotionally. Names 
abe cCertitied an suchimanner as, if they were, on a 
Promotional last tor the classification. to’ be 
tidied, 
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600. = Rule 603.00 


SS 


603.00 CERTIFICATION OF ELIGIBLES WITH SPECIAL 
QUALIFICATIONS. 
In case a position to be filled requires a person of 
a particular sex or with residence in a certain 
locality, or with willingness and ability to work 
certain unusual hours, or with some other special 
qualifications, and upon written request of the ap- 
pointing authority, the Director may authorize the 
Certification of only such eligibles who possess such 
qua liti cations. 


603.10 ie) DILeCloOr Mayy,.at tne request OL cules ap — 
Pointing authority, certify only those 
eligibles who have successfully completed an 
approved work experience training program which 
has been approved by the Director. 


604.00 AUTHORIZATION FOR PROVISIONAL APPOINTMENT. 
When an appointing authority makes a request for 
Certrtiication to fill a position in “the class tox 
which no eligible list is available or in case no 
eligible or insufficient eligibles to complete the 
certification will accept appointment to the posi- 
tron, the Director ‘may authorrze the “appointing 
authority to appoint any person who possesses the 
minimum qualifications for the class’ as “set "forth 
in ‘the class speciftrcations, provided “that sard 
person files with the Commission on the prescribed 
form, an application showing the minimum requirements 
have been satisfied for the class of position for 
Wniich provisional appointment 1s requested. 


604.10 Whenever the Director has authorized a pro- 
visional appointment, he shall, within six 
(6) months from the date of such appointment, 
schedule an examination to establish an elig- 
ible “list for the class of position for wich 
the provisional appointment was authorized. 


605.00 “NOTICE OF CERTIFICATION. 

NoetrceortCertiticatrvon shall! pe<given Dy the pirec— 
tor to each person whose name is certified, by mail- 
ing to his/her address as it appears on the records 
Of the Commission; “a wrrtten notice setting -foren the 
title, “entrance salary; rcompensation schedule *ap= 
plying tO the class, “location Of the position, “the 
erganization: Unit and the name "and “address of “the™-ap- 
Pointing =auchorrty. Such Notice .shabkl state “that 
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600 - Rule 605.00 (continued) 
AAA OY Rute 005.00 (continued) _ 


unless the eligible reports to the appointing author- 
ity for an interview within three (3) days after re- 
ceipt of such notice, he or she will be considered as 
having declined the position, and that unless the 
Director is notified within such period that 
appointment is not desired guvingrsdtisractory 


reasons EHeGreLOr PF enisnor sheriname may be removed from 
the elvoiole dist. 


606.00 CERTIFICATION TO POSITION OF LOWER CLASS. 
Whenever a request for certification 15 made to fill 
a POSltitonain avclassmiertwhich there 715° no eligible 
list, an eligible may be certified to a position in a 
class lower than that for which examined, provided 
Such position is determined by the Director to have 
Similar duties and responsibilities. The acceptance 
of such a *position. shall *notlaftftect his rigntmMtotbe 
Certifredttoratpositionvintthe Glass \torewhten 
Originally examined. 


607.00 WAIVER. 
An eligible may waive appointment after certifica- 
tion, by filing with the Commission a written state- 
ment of reasons therefor; whiGh reasons must* be 
satisfactory to®the*Dreector. OF ButSattergtnresiey 
such waivers of appointment to positions in any given 
class, the eligible's name shall be removed from the 
eligible@iistefor that class. The’ eligibletsename 
may also be removed from the active eligible list and 
placed on the inactive eligible list when the reasons 
for waiving appointment are not satisfactory to 
the Director: 


608.00 OBJECTION AND SUBSTITUTION. 
In) Casetop ject ioners=mnadeeby *the@appeintingvautnoriry 
to any of the persons certified, reasons must be 
stated Pspeciticallysin writing “and@=subject®toetne 
approval ofthe “Commissions “| Any “catisée contained in 
Rule 306.00 shall be deemed sufficient reason for 
objection, but the Commission may approve objection 
for good cause shown. 


608.10 If the objection is sustained by the Commis- 
sion, the next highest name on the eligible 
list shall be certified and notice of with- 
drawalbeormcertifircationeshall be sent to the 
person against whom the objection was sus- 
tained. 
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609.00 APPOINTMENTS. 


609.10 Uponireceiptsof certificationgo£ elacqiblesanthe 
appointing authority shall proceed with any job 
related interview and investigation deemed nec- 
essary. The appointing authority shall be per- 
mitted to examine applications and pertinent 
job related investigations of the eligibles 
certified. Upon selection, the appointing 
authority shall notify all eligibles of the de- 
cision and shall make arrangements with the ap- 
pointee to begin work. 


609.20 No eligible certified for employment or employ- 
ee shall in any way be favored or discrimin- 
ated against because of political opinion or 
affiliations, nor shall any inquiry be made 
Concerningn.suchsopinions,or,attiilistionsyand 
all voluntary disclosures thereof shall be 
ignored. 


609.30 No person in the classified service or seeking 
admission thereto shall be appointed, reduced 
Or removed, or in any way favored or discrim- 
inated against because of his religion, creed, 
national origin, ancestry, sex or age, except 
where sex or age is a valid occupational quali- 
fication. 


609.40 No appointment will be deemed complete until 
all eligibles certified are interviewed and 
their relative qualifications considered. 


609.50 Whenever an employee is certified to a posi- 
tion in a higher classification in another 
department or whenever the Director has ap- 
proved a transfer of an employee from one de- 
partment to another department and it is the 
desire of the appointing authority to have the 
incumbent employee, prior to terminating from 
SUCH positron, train thercerti fied ror 
transferred employee for a period not to exceed 
thirty (30) days, such employee shall continue 
to receive credit for vacation, sick leave and 
all other benefits and service shall be 
considered as continuous. 
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900 = Rule 010.00) 


610.00 APPOINTMENT ON AUTHORIZATION FOR PROVISIONAL 

BBPOLNIMEND coe akaaeing: Sep eneae aa co ae 
enever the Director has authorized a provisional 

appointment to a position as provided in 603.00 of 
these Rules, the appointing authority may select any 
person who meets the minimum qualifications for the 
class, provided that in such case such person has not 
previously been qualified, the appointingwauthnoricy 
Shall ascertain that the person has filed an applic- 
ation in the office of the Commission and possesses 
the required qualifications. 


611.00 APPOINTMENTS IN EMERGENCIES OR ELECTIONS ADMIN- 
TS TEREDSBYS THES COUNTYMCLERK 


In emergency situations, which are hereby defined as 
Situations where there is a threatened Interrupt ien 
of essential county services and immediate action is 
necessary, or when elections are administered by the 
County Clerk, the appointing authority may appoint a 
person or persons without reference to eligible lists 
for a period not to exceed fifteen (15) calendar 
days, provided that each such appointment shall be 
reported in writing to the Commission stating speci- 
fically the situation that exists. 


612.00 PERMANENT APPOINTMENTS. 
Any appointment to a permanent position in the 
classified service, other than a temporary appoint- 
ment resulting from an authorized leave of absence 
without pay, upon certification from an eligible 
list shall be a permanent appointment subject to a 
probation period as provided in these rules. 


613.00 TEMPORARY APPOINTMENTS. 
Any appointment to a permanent position in the 
classified service which results from the permanent 
employee's being on an authorized leave of absence 
without pay, upon certification from an eligible list 
shall be a temporary appointment. 


CLS a0 The acceptance or refusal to accept a temporary 
appointment shall not be a bar to a permanent 
appointment. 


614.00 PROVISIONAL APPOINTMENT. 
Any capporntimentmeo Galrper manent “position tin?tthe 
classified service of a person in the absence of an 
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appropriate eligible list, upon an authorization to 
make a provisional appointment, shall be a provi- 
sional appointment. 


614.10 Maximum Duration: In no case shall a perman- 
ent position be filled by a provisional ap- 
pointment for a period longer than one (1) 
Galendar™year or -Chintye(s0) calendar days 
after certification of eligibles, whichever 
comes “first. 


614.20 Termination After Certification: A provisional 
appointment to a permanent position shall be 
terminated within thirty (30) calendar days 
afterythetdate of ‘certification by “theeCcémnis— 
Sion of eligibles from an appropriate eligible 
List. 


614.30 Provisional Promotion of a Permanent Employee: 
The acceptance by an employee who has permanent 
status in a position in the classified service, 
of a provisional appointment to another posi- 
tion having a higher salary allocation, shall 
not jeopardize status in the position from 
which promoted. 


615.00 LIMITED TERM APPOINTMENT. 
Any appointment on extra help to a limited term posi- 
tion which shall not exceed nine (9) calendar months, 
whether upon certification from an eligible list or 
upon authorization to appoint any person who meets 
the minimum qualifications of the class, shall be a 
limited term appointment. 


(eis Meo lene €) There shall be no such reappointment within the 
same department for sixty (60) days following 
termination. The acceptance or refusal to ac- 
cept appointment to a limited term appointment 
position on ‘the ‘part cf an eligible ‘shall anne 
way interfere with his right to certification 
to a permanent position in the classified 
service. 


616.00 REPORTS OF APPOINTMENTS. 
All appointments to positions in the classified 


sevice, whether permanent, provisional, limited term, 
temporary, Or emergency shall be promptly reported by 
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the appointing authority to the Commission on forms 
prescribed by the Commission and Signed by the 
appointing authority. 


617.00 STATUS OF PRESENT COUNTY EMPLOYEES ON PROBATION. 
Subject to the right of the head of the department to 
reject any eligible list which was preparede pistors cc 
the effective date of the adoption of the Civil 
service. Ordinance, all persons who qualified and were 
selected from eligible lists established DIrTOWweEco 
said Civil Service Ordinance and who did not acquire 
permanent status shall be eligible for the position 
in which they were employed on the effective date of 
Said Ordinance and shall be given credit for the 
probationary period, with the approval of the depart- 
ment head. 


618.00 CANCELLATION OF REQUISITION 
The appointing authority may request cancellation of 
a requisition providing, however, that the reasons 
for the request are stated in writing and satis- 
factory 4to the (Director /9'The requisition Ushal be 
canceled and any eligibles certified shall be 
notified <inswriting. 
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RULE 700 PRCBATION PERIOD 
nn EAN ERI OD SG Se eee 


701.00 PURPOSE OF PROBATION. 
The probation period shall be the final phase of the 
examination or transfer process and shall be used by 
the appointing authority for the effective adjustment 
of the new or transferred employee, and for the elim-— 
ination of any probationary employee whose work does 
not meet the required standards of performance. 
702.00 DURATION AND STATUS OF PROBATION. 
All appointments from officially promulgated eligible 
lists forforniginaltentrancedor promotion or approved 
transfers shall be subject to a probationary period 
Of six (6) months: 


1902.10 Notwithstanding any other provisions to the 
contrary, the probationary period for entry 
level Deputy Sheriff, Fire Fighter and Park 
Ranger shall be twelve (12) months. 


702,20 Time included: The probationary period shall 
date from the time of appointment to a perman- 
ent position tafter certification fromuan 
eligible list or from ‘the ©effectiverdare of 
transfer to a new position ina different de- 
partment. 


HO2 2) It shall not include time served as a provi- 
sional, temporary or emergency appointee. 


Ware De The probationary period shall be extended by 
one (1) day for each day a probationer is 
absent due to an approved leave without pay. 


703.00 CONDITIONS PRELIMINARY TO PERMANENT APPOINTMENT. 
The permanent appointment of a probationary employee 
shall begin .on the day following?rthe end of -the »ro- 
bationary period. 


TSO The appointing authority shall file with the 
Commission a performance evaluation report 
showing that the services of the employee 
during the probationary period have been satis- 
factory and that the employee is recommended 


for permanent appointment. 


703220 The appointing authority shall return said per- 
formance evaluation report to the office of the 
Commission at least two (2) weeks prior to the 
end of the probationary period. Failure or re- 
fusal by the appointing authority to return 
said performance evaluation report prior to the 
completion of the probationary period shall not 
negate permanent appointment nor extend the 
probationary period. 
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700 - Rule 703.30 


LOB. SU In the absence of a performance evaluation 
report recommending permanent status, the 
Director shall confirm permanent appointment on 
the day following completion of the 
probationary period and shall immediately 
make such investigation as he deems necessary 
to determine the reason for the appointing 
authority’ s: failure® ory refusal to fide@esaia 
performance evaluation report. Willful 
refusal or failure to file such report by the 
appointing authority shall be reported to the 
Civil Service Commission at its next regular 
meeting. 


704.00 SEPARATION CF PROBATIONER. 
A probationary employee may be separated from the 
service at any time during the probationary period 
without right of appeal or hearing. In case of such 
separation, the appointing authority shall submit in 
writing to the commission, a statement of the reasons 
for such dismissal. 


704.10 Restoration of Promotional Probationer: Not- 
withstanding any Other provisions of this Rule, 
an employee rejected during his or her pro- 
bationary period from a position in the classi- 
fied service to which he/she had been promoted 
shall be restored to the position from which he 
or she was promoted. 


704.20 Termination of Transferred Probationer: Not- 
withstanding any other provisions of this rule, 
a transferred employee rejected during the 
probationary period’ from a position. in the 
classified service shall have the right. to 
revert to his/her former position. ‘The 
Commission shall have final authority in 
determining whether the employee shall revert 
to his or her former position. 


104530 Rejected Probationary Employee: If a rejected 
probationary employee feels that the termina- 
tion by the appointing authority is based upon 
discrimination for political or religious at 
filiation or because of race, national origin, 
Sex, age, physical disability, color, medical 
COngdiltion, marital status; ancestry, of union 
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700 - Rule 704.30 (continued) 
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activity, the employee shall have the 

right to appeal the decision in accordance with 
Rule 1800, provided the employee appeals the 
decision to the Director of Personnel within 
five (5) working days of the date of 
termination. The Director of Personnel shall 
transmit the appeal to the Affirmative Action 
Division for processing under Rule 1800. 
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RULE 800 PERFORMANCE EVALUATION REPORTS 
SS SSE EEE ONT RD OR ne 


S000 The appointing authority shall make or cause to be 
made, on forms prescribed for that purpose by the 
Director, reports on the individual erficiency , ypro— 
ductivity, and performance of all employees holding 
permanent full time and permanent part-time positions 
in the classified service of the County, as esta- 
blished by the Salary Ordinance. Normally, employee 
performance reports are filed on all employees annu- 
ally, or at other times as Lequired, 


801.10 All such reports shall be prepared to cover 
such periods of time as may be designated by 
the Director and shall be filed in the office 
Or the Commission not later than forty-five 
(45) days after the close of such period. Such 
reports shall be prepared by the appointing 
avtEnority wor by such ,other sotticer or employee 
as designated by the appointing authority. 


802.00 The appointing authority may cause a special evalua- 
tlonsreport, to be. prepanedwand ta eduat any times 


803.00 The Director shall ascertain that performance evalua- 
tion reports are prepared in accordance with proced- 
ures prescribed by the Commission and shall post the 
Original to the employee's official personnel file. 


804.00 Performance evaluation ratings on employees may be 
used in promotional examinations, in determining 
order of layoff and reinstatement, and for 
consideration in recommendations relating to 
transfer, demotion or removal of an employee. 


805.00 Evaluation ratings shall be confidential except that 
employees “may, upon application at” the office of the 
Commission, ascertain, their own rating. 


806.00 Employees shall be called by their immediate 
supervisor to discuss his/her evaluation report. 
During said meeting, the employee will be requested 
toOpsign, tne eva liation, report... sSigning.ot whesreport 
by the employee does not indicate the employee agrees 
with the content, but that the employee has had the 
opportunity to discuss the report with his/her 
immediate supervisor. 
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RULE 900 PROMOTION en 


901.00 PROMOTION BASED ON EXAMINATION. 
JOU C Promotion in the classified service shall be 
based on competitive examination and shall 
include an appraisal of the qualifications of 
employees as shown by their performance 
evaluation reports. 


Jodie 2 0 Candidates who attain the required standard in 
a promotional examination shall have their 
names placed on an eligible list and appoint- 
ments made therefrom shall be made in the same 
manner aS Original appointments. Whenever 


practicable, vacancies shall be filled by pro- 
motion. 


901.30 The rules governing promotional examinations 
Shall be the same as those governing original 
entrance examinations except as herein pro- 
vided. 


902.00 TYPES OF PROMOTIONAL EXAMINATIONS. 
Examinations for the creation of eligible lists for 
promotional positons in the classified service shall 
be ordered as often as may be necessary to meet or 
anticipate the needs for such lists. Such examina- 
tions shall be known as: 


902.210 Departmental Promotional: Limited to eligible 
employees in the department in which the pro- 


motional position-exists. 


SO Were a ©) Interdepartmental Promotional: Open to 


eligible employees in the classified service. 


903.00 ELIGIBILITY FOR PROMOTIONAL EXAMINATIONS. 
Iniorder tokquality \forepromotionalestandi ng meany 
examination called on a promotional basis, a person 
must have permanent status in a class of the classi- 
fied service allocated to a lower schedule of the 
basic salary plan than is the class to which promo- 
tion is sought, and must “possess at least an overall 
standard rating on his or her most recent performance 
evaluation report. In addition, the person must 
possess the minimum Gualiiications of the class. 


9O3:510 Applicants will be admitted to promotional 
examinations only if the requirements 
enumerated in 903.00 are met on of betore the 
final date for tiling applications. for che 
promotional examinations. 


903.20 in case a. person who has qualified on a pro— 
motional eligible list is separated from the 
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Classified service, except by layoff, their 
name shall be removed from the promotional 
list. If the separation has been through 
resignation in good standing, their name shall 
be placed on the open’ list for the’ classfinethe 
position in which their score would have 
entitled them, upon the employee's request. 


903% 30 Notwithstanding any provisions to the contrary, 
employees who are filling positions temporarily 
aspavresult ofyatmi@ditaryoleavesotiabsence, Omay 
compete, upon recommendation of the appointing 
authority, on promotional examinations provided 
they meet the minimum qualifications and have 
served in’ the’ temporary position at* least six 
(6) months with at least an overall satis- 
factory evaluation report. 


904.00 PROMOTION FRCM ENTRANCE LEVEL CLASSIFICATIONS WHERE 
FLEXIBLE POSITION ALLOCATICNS EXIST. 
Wherever in the classsified service there exists a 
series of classifications wherein the number of posi- 
tions allocated to the series of classifications may 
be interchanged among levels, and the first level is 
considered the entrance or trainee level, the depart- 
ment head in whose department the series exists 
May recommend the promotion of an employee, without 
further tests, to the next higher level above the 
level entered when the employee meets the minimum 
qualitreationsnhtorvthethigqherelevel  PeAtr thestineror 

the promorion; thetdepartmentsheadt shallticertimy that 

the employee has been satisfactory in all respects on 
the job and that promotion to the next higher level 
of classification is recommended. 


904.10 Employees must pass an additional probationary period 
for each subsequent promotion ina flexible series. 
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1002530 


1002.40 


1002750 


1003.00 


1004.00 


TRANSFERS 


TRANSFER DEFINED. 

A transfer 1S a personnel transaction which involves 
the change of an employee who has permanent status 
in the classified service to another position in the 
Same class in a different department provided, 
however, that the Director may authorize a transfer 
between positions not in the same class, but in the 
Same salary allocations where the two classes have 
Similar minimum qualifications. 


An appointing authority may reassign an em- 
ployee at any time, without the approval of 
thesDirectorn, from-one posi tionsto -ancorner 
position in the same class and in the same 
department Such action is not considered a 
transfer for the purpose of this rule. 


REQUIREMENTS FOR TRANSFER. 
The following conditions are required in order to 
quality for transter: 


The position shall be in the same class, or if in 
different classes, shall have been determined by 
the Director to be appropriate for transfer on 
the basis of minimum qualification and ae 
procedure. 


The employee shall have permanent status in the 
classified service. 


The appointing authorities in the transaction 
shall indicate their agreement to the transfer by 
Signature on the Employee Transfer Request form. 


The employee concerned shall have indicated 
his/her agreement to the transfer by signature 
on the Employee Transfer Request form. 


The Director shall have approved the out-of- 
department transfer. 


APPLICATION FOR TRANSFER. 

Any employee or appointing authority who desires to 
initiate a transfer shall complete the Employee 
Transfer Request £orm. Upon completion of the form, 
the appointing authorities in the transaction shall 
indicate thelr approval of the transfer by signing 
the form in the appropriate place. The signed form 
shall then be forwarded to the Director for 
approval. 


TRANSFER OF ELECTED OFFICIAL. 
Notwithstanding Sections 1001.00 and 1002.20, when 
the office of an elected official is eliminated 


Bitnereby aGtion of the State Legislature or the 
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County Board of Supervisors, the incumbent shall 
have the right to transfer to a permanent County 
position providing he/she meets the minimum 


qualifications of the position to which he/she 
transfers. 


1005.00 All employees transferred between two departments 


Shall be subject to a probationary period as defined 
in Rule 700. 
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RULE 1200 VACATIONS 
EE ee ae eee 


1101.00 Vacations shall be allowed to such employees for 
such periods and under such conditions as shall be 
provided for in the ordinances of the County and 
Shall be taken at such time as shall be agreeable 
with the appointing authority. 


UE Oe RAN Re Reporting Vacations. 
The appointing authority shall report to the 
Commission, on the forms prescribed for the 
purpose, the dates each employee in his de- 


partment has taken vacation. 
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RULE 1200 LEAVES OF ABSENCE WITHOUT PAY 
ON YE A BOBNCE WLITHOU 


1201.00 GENERAL PROVISIONS 


Nes OR ENO Leaves of Absence without pay of fifteen 
(15) days or less: 
Any employee who occupies a regular classified 
position may be granted a leave of absence 
without pay, provided the employee makes a 
written request upon the prescribed form and. 
the request is approved by the appointing 
authoricy. 


2 Ol ia2 CO Leave of Absence without pay of sixteen (16) 
days Or more: Any employee who occupies a 
regular classified position may be granted a 
leave of absence without pay, under conditions 
Jistedvain-thiserule, for reasonse listed an 
1201.30 below, provided the employee makes a 
written request upon the prescribed form, 
receives the recommendation of the appointing 
authcrity and the request is approved by the 
Dianeccon. 


L20%..30 A leave without pay may be granted for any of 
the following reasons: 


ses Oa Seca Illness or non-job connected disability 
upsecesix (6) “months, Asubgect tovnne 
employee using all sick leave, vacation 
eave, Sholiday)timetand? CTOstounis, her 
eregdityprior to the effective date of the 
leave of absence and further, the employee 
passing a physical examination prior to 
returning’ to adury. 


120) 32 Pregnancy ="up ?to? four (4) months: 7— 
Requires .a doctor *s*statement ’ tosstppore 
féngthn7oreleaver’child rearingoas? noteal— 


lowed under pregnancy leave. 


Ine O ENS She) Educatvonal’= as“providedstor tn Section 
207. OOMGt@ this menus es 


1201.34 Personal Necessity Leave - as provided for 
Inesection 1206.00" or this ernie: ‘ 


120133 Purpose: of seeking election to public 
office. 
Ned we ee io) Military Leave - as provided for in Section 


P2006. 007 of Enis” Rube: 


202.00) ~ REQUEST IRORe LEAVE. 
Requests for leave without pay shall be made upon 
the forms prescribed by the Commission, ‘and’ shall 
state specifically the reason for the request, the 
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nt 1200 - Rule 1202.00 (continued) 


date when it is desired to begin the leave, and the 
specific’ date of returns’ ©The» requese’ shall=be 
handed to the appointing authority for written re- 
commendation that it be granted, modified or denied, 
and shall be promptly transmitted to the office of 
the Commission. If the department head recommends 
denial, the reasons therefor shall be communicated 
to the™Director=im writing. 


1203.00 DURATION/EXTENSICN OF LEAVES WITHOUT PAY. 
Leaves without pay may be approved for the maximum 
period of time as specified in these Rules based up- 
on; ther®reason Tor the= request. "ti the orucinal 
leave of absence is not for the maximum duration al- 
lowed, and the employee desires an extension of the 
Original leave of absence, the employee must request 
Salad extension on the leave of “absence form anduresa 
turn the completed form to the appointing authority 
ten (10) days prior to the explration or tiesori1 gi 
nal leave. The Director may extend such leaves only 
to the maximum time periods specified herein. 


1204.00 RETURN BEFORE EXPIRATION. 
Whenever an employee who has been Granted a leave 
without pay desires to return before expiration of 
such leave, the employee shall so notify the ap- 
pointing authority in writing’ at” least fiver (5) 
calendar days in advance of the return. The 
Director shall be notified promptly of the 
employee $s return. 


1205.00 LEAVE FOR COMPENSABLE DISABILITY. 


Notwithstanding any other provision of this 
section, any employee who has permanent status 
under the Civil Service Ordinance, and who as 
a result Of a job-related injury or siliness, 
is eligible for temporary disability compensa- 
tion, shall have an automatic leave of absence 
from his/her position until such time as the 
temporary disability compensation ceases or 
the employee has been released to return to 
work’ by a>-doctor authorizea by the Insurance 
and Claims Division of the County Administra- 
tive -OPL1 cev ors County doctor, "or retires 
fromyCcountky Service. 9 LIteis= the option -of “an 
employee under County Ordinance Section, 1027 
to utalazetaccumilativersick leave during the 
pervodtotstenporary disability /;/"it ‘siek Vileave 
is utilized, such sick leave shall be restored 
atethesratetotithree™ (3) \iull t\days-for seach 
full week of Cemporary disability: 


1205.20 Employees who are on a compensable disability 


leave of absence shall submit a statement as 
torrcnerev.condrtron.from their doctor, to the 
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Insurance and Claims Division of the County 
Administrative Office, once a month as long as 
they remain on such leave of absence. 


Any employee who was granted a service-con- 
nected disability retirement, and who later is 
determined by the Retirement Board to be no 
longer incapacitated and desires to return to 
active County employment, and if re-employed, 
Such employee shall be deemed to have been on 
an approved leave of absence without pay for 
the period of time he/she received said 
service-connected disabidiey. 


MILITARY LEAVE. 

Any permanent full-time or permanent part-time em- 
ployee in the classified service who volunteers for, 
Or is requived! to Servelas 4 member of "any branch or 
the armed forces, may be granted a military leave of 
absence for a period of one enlistment, moe to es 
ceed four (4) years' duration, provided a copy of 
the military -orders accompany the request for mili- 
tary leave of absence. 


Upon termination of said approved military 
leave of absence, an employee shall be en- 
titled to return to his/her position in the 
classified service without loss of standing of 
any Kind, provided: 


The employee requests a return to his/her 
position within ninety (90) days from the 
cessation ‘of “active: duty.) and 


Tne position still exists ana the employee 
is “otherwise qualvfied for “the posi tion. 


EDUCATIONAL LEAVE WITHOUT PAY. | : 
Any permanent full-time or permanent part-time em- 
ployee in the classified service may be oranted, 
upon proper written request and approval of the 
appointing authority, a leave of absence without pay 
not to exceed one (1) year for job-related educa-— 
tional purposes. The job-related educational leave 
may be extended, upon the proper written request and 
approvel, Ole) daddlt tonal yea, 


An employee granted an educational leave of 
absence without pay shall retain the right to 
De sappointed Go ithe first: vacant position 
avallable an the class of positrons which 
he/she had previously occupied prior to the 


leave of absence. 


Asa condition, of such ta /ieave Vern granted, 
the employee must: 
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Actively, continuously and successfully 
pursue a job-related educational goal. 


Verify, upon return from leave of absence, 
that he/she actively, continuously and suc- 


cessfully pursued a job-related educational 
goal. 


Use all vacation leave, holiday time and 
CTO ‘to his/her credit prior to the errec= 
tive date of the leave of absence. 


If the employee fails to actively, continuous- 
ly and successfully pursue a job-related 
educational goal, the leave of absence shall 
be immediately cancelled, and the employee 
will loselthe right to return to a4 position 
Within the classified service. 


The employee's right to return to the first 
vacant position, in the class of position held 
prior to the leave of absence, provided the 
employee has met the conditions listed above, 
shall "exist for a period of one (1) year 

from the "expiration of “the leave of absence. 


Upon return from such leave of absence to a 
position within the classified service, an 
employee ‘shall’ be entitled to,” and “have re-— 
instated’ to his “credit, all sick “leave -ac— 
cumulated by him at the time of the granting 
of the leave of absence. The employee shall 
abSO Tetaln tite: Vactaty on eaCcria by at e 
enjoyed prior to the leave of absence. The 
employee shall also have his seniority date 
restored, minus the length of time he was on 
the leave of absence. 


PERSONAL NECESSITY LEAVE. 

Any permanent full-time or permanent part-time 
employee in the classified service may be granted, 
Upon sproper written request sand approval ot the ap 
pointing authority and Director, a leave of absence 
without pay not to exceed three (3) months for 
personal reasons. 


Approval of such leave without pay under this 
sectron snall "be basedon findings: that: 


the =siruation or conditiom necessitating 
leave™ 1s ‘remedial within the period requested. 


Miersicuation or condition necessitating 
leave is not remedial by other means. 
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Refusal to authorize leave will result in 
personal hardship or suffering for the 
employee or the employee's immediate family. 


The employee's absence will not substantially 
interfere with the business of the affected 
department. 


Use all vacation leave, holiday time and CTC 
to his/her credit prior to the effective date 
of the leave of absence. 


Notwithstanding any other provisions of this rule, 
leaves of absence for probationary employees shall 
be administered according to the following: 


Non-promotional probationary employees shall be 
entitled to a leave of absence without pay for 
the purpose of illness or non-job connected dis- 
ability (Rule 1210.31). Such leave shall be 
limited to a maximum of forty-five (45) calendar 
days and an extension shall not be granted ex- 
cept’ under extraordinary -circumstances rand ;then 
only upon proper medical authentication that the 
employee would be expected to be fully recovered 
from: ‘the: \Wblness.or idi sabidi ty.andycapable soterc= 
turning, to..work snot, later than sthe Wasim dayeor 
the extended period. An extension, if approved, 
shall not exceed fifteen (15) calendar days and 
only one, such, extension shall be .allowed. 


Non-promotional probationary employees may also 
be granted a leave of absence under Rule 1201.32, 


Pregnancy. 


Probationary employees shall not be granted a 


leave of absence without pay for personal, 
or educational reasons, nor for any reason other 
than specified in Rules 1209.10 and 1209.20. 


VACATION OR SICK LEAVE ACCRUALS WHILE ON LEAVE. 

No employee who has been granted a leave without pay 
for any reason shall accrue vaca UIOn vOrmssck 

leave during the time of such leave. 


RECORDS OF LEAVES. 


Records of leaves without pay, military leaves, sick 


leave and vacation accruals, deductions and balances 
shall be maintained in the office of the Commission. 
The Director shall furnish the appointing authority 
any information from such records as may be 


requested. 
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RULE 1300 LAYOFF: GENERAL MEMBER EMPLOYEES 


a eeeeeeeeeeeSSSSSAATOPE: GENERAL MEMBER EMPLOYERS 


1300.00 Whenever it becomes necessary, as determined by the 


Board of Supervisors, to reduce the number of 
authorized budgeted positions, the following rules 
and regulations relative to layoff procedures shall 
apply to General Member employees. 


1310.00 DEFINITIONS. 


USO) Department Layoff Re-employment asics PNG lsh a 


containing names of qualified permanent em- 
ployees by total county seniority displaced 
from a4 position within a department es aai1e— 
SulLt. Of a reduction Of, Operations, of7 pemsou— 
nel. Placement on such list grants specific 
rights to displaced employees” for return to a 
Similar, position: withine thesclassiticaticon 
and department should vacancies occur after 
such displacement. 


PLO S20 Displace: An action Ccatised’ by a reduction ofr 
authorized, budgeted positions wherein an em- 


ployee is demoted or laid off. 


Le Be ly GRRE H County Layoff Re-employment basco: Qualified 


permanent employees who are laid off may have 
their names placed on this list for she 
classifications in which they previously held 
permanent status. This list will be used to 
fill vacant positons after exhausting the 
Department Layoff Re-employment List and prior 
to the use of other employment lists. 


1310.40 Flexible Staffing Allocation: Flexiole Posi — 
tions shall be considered as one classifica- 
CiOn. 


130250 Non-Qualified Permanent Employee: An employee 
with permanent civil service status whose 
overall performance evaluation rating is below 
a “Standard” rating for, the last, two. annual 
rating periods. 


1310.60 Recalled Employee: An employee who returns co 
a Similar position within the classification 
from which displaced. 


P31 0470 Qualified Permanent Employee: An employee 
with permanent civil service status whose 
overall performance evaluation is "Standard" 


Ole nage is 


1310.60 Seniority: “the” length of “total “continuous, 
unbroken time worked in county service in a 
regular budgeted permanent position (extra 
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help and all 8900 budget series CETA time ex- 
Cluded). Approved leaves of absence without 
pay maintain the continuity of employment, but 
the duration of the leave is deducted from the 
total continuous time period. Should two or 
more employees have identical seniority dates, 
the order of displacement will be determined 
by the employee's length of continuous service 
in the classification affected. The employee 
with the least amount of continuous service in 
the affected classification will be displaced 
first. Should two or more employees have 
identical continuous service in the affected 
Classification, displacement will be in in- 
verse order of the employee's final position 
On thes eligibility list. 


1320.00 ORDER OF LAYOFF. 


SZ OSLO Notwithstanding any provision to the contrary, 
the order of layoff within the department 
affected by reduction of personnel shall be: 


320.01 By classifications affected in the 
department: 

eo 21: -l1 Non-permanent employees: 

nS PB lroe ek -ll Extra help employees, 

320 ald -12 Temporary employees, 

BS se -13 Provisional employees, 

P3201 -14 Probationary employees. 

132072) -2 Non-qualified permanent employees. 

e322 Ol -3 Permanent employees. 

sheeg Oey 4 6) Within departments affected by employee dis- 


placement, those CETA employees occupying 
positions classified the same as or substan- 
tially equivalent to affected regular posi- 
tions: shall’ bewtirst Laid ort. 


V3 20.30 A qualified permanent employee who has been 
promoted or "transferred and»whose status 1s 
probationary or temporary shall, for the pur- 
pose of these layoff rules, be defined as a 
permanent employee of the department in which 


the currently-held position is allocated. 
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1330.10 Upon notification of the necessity to reduce 


the number of employees in a department, the 
department head concerned shall determine the 
number and classifications of employees to be 
laid off. The department head shall notify 
the Director of Personnel in writing of the 
Classifications and number of employees to be 
laid off. Upon receipt of such notice, the 
Director of Personnel shall give the depart- 
ment head the names of those employees who 
are” least senior “ine total county senier vey 
for the classifications affected. 


Vo Oe Qualified permanent employees so affected by 
the layoff procedures shall be displaced in 
inverse order of total county seniority. 


W330. 30 A qualified permanent employee who receives 
a notice of layoff may displace a less senior 
employee ina lower classification within the 
department, provided that the employee held a 
position within the lower classification in 
the department, or the department head agrees 
that’ the’ lower Level position = 2s-surticiencly 
Similar to the higher*Wevel” position, wands tha 
the more senior employee possesses the neces- 
sary skills and abilities to perform adequate- 
ly the duties of the’ lower level ‘position; 
provided further, where the lower classifica- 
tion is a supervisory position, the more 
senior employee must be in a supervisory posi- 
tion prior “to displacement to tie tower eve. 
or must have held such supervisory position in 
order to displace the less senior supervisory 
employee. 


LS 30.31 The salary level of an employee displaced 
to a lower level shall be as provided by 
the Ordinance Code. An employee displaced 
to.a lower Classifticaeion shall Ot ene 
guired to serve a probationary “period: 


Pedy e00) -NOTICE OF UAYORE: 


1340.10 It shall be the department head’s responsibil- 
ity to notify all atftected employees at” Teast 
fifteen (15) calendar days prior to the effec- 
tive day of the layoff. 


1340.20 Tie noticerct Javott ito aLrected enpl lovers 
shave ineiude: 
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1300 - Rule 1340.21 


1340.21 The reason for layoff. 

1340.22 The effective date of layoff. 

1340.23 The requirements governing retention of 
their names on the Department Layoff 
Re-employment List and County Layoff 
Re-employment List. 

1340.24 Procedures for employee appeal to layoff 
action if the employee charges violation 
of the layoff procedures. 

T340525 List of benefits which will cease as a 


result of layoff and available options for 
employees. 


1350.00 PLACEMENT OF NAMES ON REEMPLOYMENT LISTS. 


isha Oa Me) Department Layoff Re-employment List: The 
Ramen ofme Uammcuaiiccd ae renee ee 
occupying a position on permanent or 
probationary status, who is displaced as a 
result of reduction of uthorized positrons, 
as determined by ‘the ‘Board)’of Supervisors, 
shall be placed on the reemployment list for 
the classification held at the time of dis- 
placement, and, if displaced further, on each 
successive re-employment list for each lower 
classification held by the employee in the 
department without a break in the continuity 
ofjseniorityi..4 Theimightwofmlacementtsnalm: 
apply only to those employees who occupy 
a position as..a mesult.of fa, CivadsService 
qualifying procedure. Placement of names on 
this, list, shall, be determined: bys total county 
seniority. 


3032.0 County Layoff. Re-employment Lists» Every 


qualified permanent employee laid off shall 
have the right to complete a County Layoff 
Re-employment List form listing any or all 
previously, held county jobs..in the sequence, of 
continuous unbroken service to the county. 

The jobs so, disted- shall.,be.in order, with the 
most recently held job listed first. Names 
shall) appear, Oniathis la St.g nm iorder sor to tad: 
county. seniority; those with, greatest seniorn— 
ity, shall bedi sted ylarst. 
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—________ 1300 = Rule 1360.00 


1360.00 USE oF RE-EMPLOYMENT LISTS. 


If, after a layoff occurs within a department, a 
position subsequently becomes available, the fol- 


lowing method of filling the vacant position shall 
be used; 


1360.10 The department head shall notify the Director 


of Personnel of the vacant position to be 
filled. The Director of Personnel shall 
certify the most senior individual eligible 
for re-employment to the position from the 
Department Layoff Re-employment List and 
notify the eligible individual to contact the 
appointing authority to arrange the date for 
filling the position. 


300.20 If the Department Layoff Re-employment List is 
exhausted, the Director of Personnel shall 
certify the three most senior eligible indi- 
viduals from the County Layoff Re-employment 
List and: shall’ notifysthosesindividualesto 
contactt thei appointings authorityyfor augob 
interview. 


1370.00 RIGHTS OF EMPLOYEES RECALLED FROM LAYOFF 
DISPLACEMENTS isch Simian anenG een 
An employee recalled from the Department Layoff 
Re-employment List shall return to the same step 
and rangesdevel hel dspri on) toscdisplacement. aml. 
the employee was displaced during a probationary 
period, the remaining probationary time shall be 
served when recalled. Recalled permanent status 
employees shall not be required to serve a proba- 
tionary period. The employee shall assume the 
same vacation accrual rate, vacation accrual date 
and increment seniority date (minus layoff -period) 
as previously! enjoyedsins the sclassuiication, aAda 
sick leave credits of record at the time of layoff 
shall be recredited to the employee upon return to a 
full-time position within the classification former- 
ly held. 


13.206 LO An employee recalled to county service from 
the County Layoff Re-employment List shall 
serve a regular probationary period. The 
individual may be re-employed at any step 
level of the pay range for the classification, 
pursuant to provisions of the Ordinance Code. 
Upon’ completion» of: the probatlonary, periced, 
the employee shall assume the vacation accru- 
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eee 1300 - Rule 1370.10 (continued) 


al rate and vacation accrual date (minus lay- 
off period) enjoyed prior to layott.9) Sick 
leave credits of record at the time of layoff 
Shall be recredited to the employee upon com- 
Pretronvof-the probationary period. 
EB70 «2.0 An employee who is re-employed from the County 
Layoff Re-employment List and does not 
successfully complete a probationary period 
Shall return to his/her place on the County 
Layoff Re-employment List. 


1380.00 PRIORITY AND DURATION OF RE-EMPLOYMENT LISTS. 
EU VE RET EMPLOYMENT LISTS. 


S805 10 Notwithstanding any provision to the contrary, 
the Department Layoff Re-employment List and 
the County Layoff Re-employment List shall 
have precedence over all other employment 
LSS 


1380020 The duration of affected employees' rights to 
recall through the Department Layoff Re- 
employment List and the County Layoff 
Re-employment List shall be two (2) years from 
the date of splacement on such eliste- 


1380.30 Individual names shall be removed from the 
Department Layoff Re-employment List and the 
County Layoff Re-employment List for any of 
the following reasons. 


P3SC0r3 1 Failure to accept employment or report to 
work in a Similar position ain the same 
classification within the department from 
which the employee was laid off. 


i3B0. 32 Fallure to appear for a job «interview after 
nNotiaGsicati on, 


ibsyer els Ses) Fallureé,.to respond, for any reason, within 
seven (7) working days after posting by 
certified mail of a notice to the employee 
certifying eligibility for re-employment. 


1380.34 Request in writing by the employee to be 
removed from the lists. 


1320.25 Faltlure: to-raccept ‘employmenteor -nepomt mo 
work tor a position within a classification 
listed s by the employes on -thencounty wave te 
Re-employment form shall act to remove the 
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ee 1300 - Rule 1380.35 (continued) 


employee's name only for the classification 
refused. 


1390200 RESTORATION OF FORMER EMPLOYEE'S NAME 


TO_ LAYOFF RE-EMPLOYMENT LIST. 
P90. LO If a former employee's name has been removed 
from the Layoff Re-employment Lists as a 
result of Sections 13805303" 1360.31) 1260.4: 
and 1380.33 of these rules, the former employ- 
ee may request restoration of his/her name to 
Said list. Restoration of a former employee's 
name to a layoff re-employment list will be 
permitted only for the reasons outlined in 
sections 1390.11 and: 13900)2 belows) JAlbeeucn 
requests for restoration to a layoff re- 
employment list shall be submitted to the 
Director of Personnel. 


1390511 If the failure toe=comply with Sections 
T3800. 30-9 1380. o1. S80. 327 ane loon omer 
these rules is alleged to be a result of a 
medical disability, the former employee 
shall include sufficient medical evidence 
to support the request for restoration to 
the list. The Director of Personnel may 
determine upon review of such evidence to 
restore the former employee's name to the 
appropriate layoff re-employment list. 


1390.12 If the failure to comply with Sections 
1380.30; 1380.31) 1380.32) angle. eo. 
these rules is alleged to be a result of 
unusual, unique non-medical circumstances 
beyond the individual's control, the former 
employee shall submit sufficient evidence 
to support the request for restoration to 
the list. The Director may determine, upon 
review of such evidence to restore the 
former employee's name to the appropriate 
layoff re-employment list. 


1390. 20 The restoration of any former employee to a 
layoff re-employment list shall not act to ex- 
tend the individual's original two-year dura- 
tion Of rights. Any such restoration of a 
former employee shall not affect any previous 
appointment from the layoff re-employment 
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1300 = Rule 1390.30 


1390.30 A former employee who has had his/her name re- 
moved from a layoff reemployment list may, 
Upon request to the Director of Personnel, 
have his/her name placed on the County Re- 
employment List. 


Page 58 


RULE 1400 
ee ne LAYOFF: SAFETY MEMBER EMPLOYEES 


1400. 
eye) AT: Pe becomes necessary, as determined by the 
pa of Supervisors, to reduce the number of 
Utnhorized budgeted positions, the following rules 


and regulations relative to layoff procedures shall 
apply to Safety Member employees, 


1405.00 DEFINITIONS. 
ie 


1405.10 Safety Member: 
————_ ember 


Safety member shall be employees in Fire 
Fighter and Deputy Sheriff classifications. 


1405.20 Safety Department Layoff poouproyment iste 
Avlist contalning names o qualitied permanent 
employees who are placed upon the list by 
length of senlority (inverse order of dis- 
placement) in the affected classification when 
displaced from a position as a result of re- 
duction of operations or personnel. Placement 
On such a list grants Specific rights tovais-— 
placed employees for return to a position in 
the former classification as vacancies occur. 


LAUDS. 30 Displace: An action caused by) axreductionyo£ 
authorized budgeted positions wherein an em- 
ployee is demoted or laid off. 


1405.40 County Layoff Re-employment List: Qualified 
permanent employees who are laid off may have 
their names placed on this list for claseitie 
cations in which they previously held perman- 
ent status. This list will be used to fill 
vacant positions after exhausting the Safety 
Department Layoff Re-employment List and prior 
to the use of other employment lists. 


1405.50 Flexible Staffing Allocation: Flexible Posi- 


tion shall be considered as one classifica- 
tion. 


1405.60 Non-Qualified Permanent Employee: An employee 


with permanent civil service status whose 


overall performance evaluation rating 2s below 
ay “Standard” wating for: the’ last twovannual 


rating periods. 


1405.70 Recalled Employee: An employee who returns to 


@ position from which displaced. 


lified Permanent Employee: An employee 
EO} BL ae permanent Civil service status whose 
overall performance evaluation is "Standard" 
or higher. 
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— 1400 - Rule 1405.90 


1405.90 


1410.00 


1410.10 


1410.11 


1410.11 
1410.11 
1410.11 
1410.11 
41011 
AD Oss ak L 
1410.11 


1410.20 


VAIO. 20 


ORDER 


Seniority: The length of total continuous, 
unbroken time worked in county service ina 
regular budgeted permanent position (extra 
help and all 8900 budget series CETA time ex- 
cluded). Approved leaves of absence without 
Pay maintain the continuity of employment, but 
the duration of the leave is deducted from 
the total continuous time period. Should two 
Or more employees have identical seniority 
dates, the order of displacement will be de- 
termined by the employee's length of continu- 
ous service in the classification affected: 
The employee with the least amount of contin- 
uous service in the affected classification 
will be displaced first. Should two or more 
employees have identical continuous service 
in the affected classification, displacement 
will be in inverse order of the employee's 
final, position on the veligibiiacy eis. 


OF LAYOFF. 


Notwithstanding any provision to the contrary, 
the order of layoff of safety member employees 
within the department affected by reduction of 
personnel shall be as follows: 


By classifications affected in the 
department: 


-l Non-permanent employees: 


~Ll° Extra hnetlp? employees, 
-12 Temporary employees, 
-13 Provisional employees, 
-14 Probationary employees. 


.2 Non-qualified permanent employees. 
-3 Permanent employees. 


Within departments affected by employee dis- 
placement, those CETA employees occupying pos- 
itions classified the same as, or substantial-— 
ly equivalent to affected regular positions 
Shalle- be tires: wala ort. 


A qualified permanent employee who has been 
promoted or transferred and whose status is 
probationary or temporary sna ll+--ftoxr the 
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1400 - Rule 1410.30 (continued) 


purpose of these layoff rules, be defined as a 
permanent employee of the department in which 
the Currently-held position is allocated. 


1420.00 SELECTION OF PERMA 


NENT SAFETY EMPLOYEES 
TO BE LAID OFF. 
ett 


Upon notification of the necessity to reduce 
the number of safety employees, the department 
head shall determine the number of employees 
affected by the layoff and shall notify immed- 
lately the Director of Personnel. Upon re- 
cept of the notice, the Director of Personnel 
Shall give the Department Head the names of 
those employees who are least senior in total 
county seniority. Layoffs shall be accom- 
plished by inverse order of total county 
seniority regardless of classification. 


1420.10 


1425-00 NOTICE. OF LAYOFF. 
It shall be the department head's responsibility £06 
notify the affected employees at least fifteen (15) 
calendar days prior to the effective day of the 


layoff. 
t425..40 The notice of layoff to affected employees 
shall inelude; 
Wa25..11 The reason for layoff, 
V2 5 212 The effective .datewotslayott, 
Pa 25.13 The requirements governing retention of 


their names on the Safety Department Layoff 
Re-employment List and County Layoff Re- 
employment List, 


T425.. 14 Procedures for employee appeal to layoff 
; action if the employee charges violation 


of the layott procedure, 


125.1 List of benefits which will cease as a 
result of layoff and available (options, for 
employees. 
1430.00 PLACEMENT OF NAMES ON RE-EMPLOYMENT LISTS. 
2 ee a aa 


fa 30. 10 Safety Department La off Re-employment List: 


The name of every qualified permanent employee 
ipyl ioe rmanent or proba- 
ccupying a position on pe 
ree status who is displaced as a result 
of reduction of authorized positions, as de- 
termined by the Board of Supervisors, shall be 
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1400 - Rule 1430.10 (continued) 


Placed On the re-employment list for the 
Classification hela at the time of displace- 
ment, and, if displaced further, on each 
SUeeesS ive re-employment list for each lower 
classification hela by the employee in the de- 
Pertnent without a break in the continumcy sor 
seniority. The right of placement shall apply 
only to those employees who occupy a position 
asva result off a’ Civil Service qualifying pro- 
cedure. Placement of names on this list shall 
be determined by length of continuous unbroken 
service in the classification affected; those 
with greatest service in the classification 
shall be placed at the tOp: Of he ast. 


1430.20 County Layoff Re-employment List: Every 


qualified permanent employee laid off shall 
have the right to complete a County Layoff 
Reemployment List form listing any or all pre- 
viously-held county jobs in the sequence of 
continuous unbroken service to the county. 

The jobs so listed shall®be in@ order, with the 
most recently held job listed first. “Names 
shall appear on this list in order of total 
county seniority; those with greatest senior- 
ity shall be listed first. 


1435.00 REALLOCATION OF POSITIONS IN VARIOUS CLASSIFICATIONS 
AFFECTED BY PERSONNEL REDUCTION. 


1435.10 The department head shall reorganize the de- 
partment after initial layoffs have occurred 
to reasonably and accurately reflect appropri- 
ate ratios of entry level positions, medium- 
level positions, supervisory positions and 
management positions. 


1440.00 DISPLACEMENT OF EMPLOYEES TO LOWER LEVEL 


CLASSIFICATIONS: 
1440-10 Starting “with the highnest=level=artteccred 


classification after reorganization and after 
determination of the number of positions in 
each classification has been made, employees 
shall revert to the next lower level classifi= 
cation which they have previously occupied, 
and shall assume the relative seniority 
position in the next lower classification 
which they held prior to promotion to the 
level from which displacement has occurred. 


Starting with the highest rank affected by 


142020 layoff, the employees with least seniority 
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1440.30 


1445.00 


1445.10 


1445.20 


1450.00 


1400 - Rule 1440.20 (continued) 


In each rank Shall revert to the next lower 
rank Previously held until the numbers in each 
rank (classification) equals final allocation 
numbers for each Classification as determined 
by the department reorganization. 


A Safety member may displace a less senior 
non-safety employee in a lower level classi- 
fication if the senior employee was promoted 
from the non-safety classification. Safety 
member employees who have transferred into 

the Safety department pursuant to the Rules of 
the Commission because “of ‘closing or consol1— 
dation of former offices or departments may 
displace to lower level safety classifications 
based upon seniority even though the employee 
may not have held a position in the lower ' 
level classification. 


USE OF RE-EMPLOYMENT LISTS. 

p) ALCL era Layo occurs within a department, a 
position subsequently becomes available, the follow- 
ing method of filling’ the vacant position shall be 
used: 


The department head shall notify the Director 
of Personnel of such vacant position to be 
filled. The Director of Personnel shall 
certify the most senior individual eligible 
for the position from the Safety Department 
Layoff Re-employment List and notify the 
eligible individual to contact the department 
head to arrange the date for filling the posi- 


eTon. 


If the Safety Department Layoff Re-employment 
fist veexhausted, the Director of Personne! 
shall certify the three (3) most senior 
eligible individuals from the County Layoff 
Re-employment List and notify these individ- 
uals to contact the appointing authority to 
arrange for a job interview. 


D EMPLOYEES. 
ao OSS ECeaE Oman Ommer. classification from 
the Safety Department Layott Re-employment List 
shall return to the classification at che sane Step 
range level held prior to displacement. The 
employee shall not be required to serve a probation- 
ary period, in which case the remaining probationary 


time shall be completed. 


and 
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1400 - Rule 1450.10 


1450.10 
If an employee had been laid off and subse- 


quently-recalled, he/she shall assumentiemeane 
accrual rate for vacation and the same vaca- 
t10n accrual date and increment seniority date 
(age layoff period) as previously enjoyed in 
€ classification. All sick leave credits of 
record at the time of layoff shall be recred- 
ited to the employee upon return to a full- 
time former classification. 
1450.20 An ‘employee recalled to county service from 
the County Layoff Reemployment List shall 
serve a regular probationary period. The 
individual may be reemployed at any step level 
of the pay range for the classa fication; 
pursuant to provisions of the Ordinance Code. 
Upon completion of the probationary period, 
the employee shall assume the vacation accrual 
rate and vacation accrual date (minus layoff 
period) enjoyed pricr-to Layort. sick leave 
credits of-record at the time of Layoff shall 
be recredited to the employee upon completion 
of the probationary period. 


1450.30 An employee who is reemployed from the County 
Layoff Re-employment List and does not succes- 
sfully complete a probationary period shall 
return to his/her place on the County Layoff 
Re-employment List. 


1455.00 PRIORITY AND DURATION OF RE-EMPLOYMENT LISTS. 


1455.10 Notwithstanding any provision to the contrary, 
the Safety Department Layoff Re-employment 
List and the County Layoff Re-employment List 
shall have precedence,over all other, employ— 


mentalists. 


1455.00 The duration of affected employees’ rights to 
recall through the Safety Department Layoff 
Re-employment List and the County Layoff 
Re-employment List shall be two (2) years from 
the date of placement on such lists. 


Individual names shall be removed from the 
Safety Department Layoff Re-employment List 
and the County Layoff Re-employment List for 
any of the following reasons: 


1455. 30 


Failure to accept employment or report to 
ae work in the same position within the de- 


partment from which the employee was laid 
OL. 
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1400 - Rule 1455.32 


Se Noha, 
Failure to appear for a job interview after 
nhotitzications 

1455* 

5.33 Failure to respond, for any reason, within 
seven (7) working days after posting by 
certified mail of a notice to the employee 
certifying eligibility for re-employment. 

155604 Request in writing by the employee to be 
removed from the lists. 
455% 35 


Failure to accept employment or report to 

work for a position within a classification 
listed by the employee on the County Layoff 
Re-employment form shall act to remove the 


employee's name only for the classification 
refused. 


1460.00 RESTORATION OF FORMER EMPLOYEE'S NAME TO LAYOFF 
RE-EMPLOYMENT LIST. 


1460.10 If a former employee's name has been removed 
' from the Layoff Re-employment Lists as a 

result of Sections 1455.31-1455.33 of these 
rules, the former employee may request restor- 
ation of his/her name to said list. Restora- 
tion of a former employee's name to a layoff 
re-employment list will be permitted only for 
the reasons outlined below. All such requests 
for restoration to a layoff re-employment list 
shall be submitted to the Director oF 
Personnel. 


1460.11 If the failure to comply with Sections 
1455.31=-1455=-33 of these rules 1s alleged 
to be a result of a medical disability, the 
former employee shall include sufficient 
medical evidence to support the request 
for restoration to the list. The Director 
of Personnel may determine upon review of 
such evidence to restore the former employ- 
ee's name to the appropriate layoff re- 


employment list. 


If the failure to comply with Sections 
1455.3)-1455.33 of these xyrules 1s eileged 
to be a result of unusual, unique non- 
medical circumstances beyond the individ- 
gal's control, the former employee shall 
submit sufficient evidence to support the 
request for restoration to the Lisc. me 
Director may determine upon review of such 
evidence, to restore the former employee's 


1460.12 
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1400 - Rule 1460.12 (continued) 


name to the appropriate layoff re- 

employment list. 
1460.20 The restoration of any former employee to a 
layoff re-employment list shall not act to 
extend the individual's original two-year 
duration of rights. Any “such restoration of 
a former employee shall not affect any pne=: 
vious appointment from the layoff re- 
employment list. 
1460.30 A former employee who has had his/her name 
removed from a layoff re-employment list may, 
upon request to the Director of Personnel, 
have his/her name placed on the County 
Re-employment List. 
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RULE 1500 


DISPLACEMENT APPEAL PROCEDURE 


1510400 DEFINITIONS. 


For the Purpose of this procedure, the following 


térms are defined as follows: 
oO ot . i 
0 Hearing Officers" -— The County Administrative 
Officer and the Director of Personnel or their 
designated representatives. 
LS LO. 20 


"Displacement" - An action caused by a reduc- 
tion of authorized budgeted positions, wherein 
an employee is demoted or laid off. 


1520.00 APPFAL PETAC LON. 
The complete appeal petition shall be the basis 
upon which an appeal may be heard; therefore, it 
must contain all specific facts and reasons upon 
which an employee is alleging a®@Violationeot tne 
layoff rules. The appeal shall be reviewed at each 
step of the process for sufficiency and merits The 
petition shall be deemed as insufficient if it Pads 
to state all specific facts and reasons as grounds 
for the appeal, or, if, in the Opinion of the ap- 
pointing authority, hearing officers or the Civil 
Service Commisson, the facts or reasons stated, even 
if true, would not entitle the employee to any re- 
lief. If the petition is denied for the reasons 
stated above, such denial shall be without pre- 
judice to the filing of an amended petition within 
two (2) days of recéipt of such denials 


1525.00 APPEAL PROCEDURE. 


£52554 0 If an employee directly affected by a dis- 
placement”™ belleves such” action "1s in violation 
of the Civil Service Commission Rules govern- 
ing layortt, the employee shall have the coda, 
upon petition in writing, to appeal such 
action. An appeal concerning layoff rules 
violation shall not" act*™to*stay or stop tie 


intended displacement. 


Syne wen O, If an employee wishes to appeal an intended 
displacement action, the following course of 
action shall be taken: 


Step ts Within two (2) working days after 


mee receipt of a displacement notice, the 
employee shall complete and file with the 
appointing authority the appeal petition 
on the form specified by the Commission. 
Sah pe Step 2:, The appointing authority ‘sia. 
1 . La ASE alee 


review the employee's allegation and 
respond in writing to the employee within 


two days after receipt of the employee's 
appeal. 
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1500; ="Rule 1525.23-1 


L225 e2 38: 


arep 3: If the employee is not satisfied 
with the appointing authority's decision, 
the employee may petition the County Admin- 
istrative Officer for a hearing. suen 
petition for a hearing must be filed within 
one (1) working day after receipt of an 
appointing authority's decision. Within 
One (1) working day after receipt of an 
employee's timely appeal, the County Ad- 
Ministrative Officer and the Director of 
Personnel, or their designated representa- 
tives, shall review the employee's petition 
appeal to determine: 

U2 Oe 2 See If the petition or amended petition is 
found to be sufficient in stated facts and 
reasons, or found to have merit for consid- 
eration, the hearing officers or their de- 
Signated representatives shall either 
schedule a hearing, or render a written 
decision consistent with the layoff rules 
within three (3) workingmdays.) Gf a 
hearing is held, the hearing officers shall 
issue a written decision within two (2) 
working days after the close of such hear- 
ap eto Re 


IrIecoeol oss If a hearing is held, the appointing 
authority and the employee shall attend, 
and the employee may be represented by a 
person of his Of net choices 


S255 245.4) Step 4: If the appointing authority oF ene 
employee is not satisfied with the hearing 
officers: decision, ie1 ther ‘party may peti 
tion the Civil Service Commission for a 
hearing by filing a complete appeal peci-— 
tion and/or the amended appeal petition, 
together with the decisions rendered in 
Steps 2 and 3, with the Director of 


Personnel. 


If the Commission, after review of the com- 
plete appeal petition or amended appeal © 
petition, finds the “petition to have were 
for consideration, the Commission shall set 
a hearing date and such hearing will be 
governed by the provisions of Civil Service 


Commisson Rule BALE Be eegh LON 


P5225. 243 2 
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1525. 24.2 


1500) = Rule S250. o 


Stepecae Tt the employee is not satisfied 
with the appointing authority's decision, 
the employee may petition the County Admin- 
istrative Gfticer™ for av hnearing =" cucr 
petition for a hearing must be filed within 
one (1) working day after receipt of an 
appointing authority's decision. Within 
one (1) working day after receipt of an 
employee's timely appeal, the County Ad- 
ministrative Officer and the Director of 
Personnel, or their designated representa- 
tives, shall review the employee's petition 
appeal to determine: 


If the petition or amended petition 1s 
found to be sufficient in stated facts and 
reasons, or found to have merit for consid- 
eration, the hearing officers or therrecde= 
signated representatives sna bl either 
schedule a hearing, or render a written 
decision consistent with the layoff rules 
within three (3) working days. Ttee 
hearing is held, the hearing officers shall 
issue a written decision within two C2) 
working days after the close of such hear= 
ing. 


If a hearing is held, the appointing 
authority and the employee shall attend, 
and the employee may be represented by a 
person of his or her choice. 


Step 4; if the appointing authority or the 
employee is not satisfied with the hearing 
officers' decision, either party may peti- 
tion the Civil Service Commission for a 
hearing by filing a complete appeal peti 
tion and/or the amended appeal petition, 
together with the decisions rendered in 
Steps 2 and 3, with the Director of 
Personnel. 


Tt che Commission, after review of the com- 
plete appeal petition or amended appeal ~ 
petition, finds the petition to have merit 
fOr consideration, the Commission shail set 
a hearing date and such hearing will -be 


governed by the provisions of Civil Service 
Commisson Rule 1735.00. 
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DISPLACEMENT APPEAL PETITION 


NE CLASS. 
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ate Of Displacement Notice to Employee 


SR a MERTEN ve a 


jleged Violation of Layoff Rules 


equested Remedy 

| i ....... 2... CL eee 
i} 

—— eS eee 


iimloyee Signature Date 


ppointing Authority Decision 
| ee Ee eee eee 


Signed Date 


ppeal to Next Level Signed Date 
jithdraw Appeal Signed Date 


If Appealed: Reasons for Appeal (state specific facts and attach 
additional sheets if necessary). 


saring Officer's Decision: 
Hearing Denied: (Insufficient/Lacks Merit) 


Hearing Granted 


Hearing Officer's Decision Without Hearing 


earing Officer's Decision: 


Ounty Administrative Officer 
Date 


rector of Personnel 
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If appealed: Reasons for Appeal (state specific facts or reasons) 


lil Service Commission Action: 
Hearing Denied 


Hearing Granted 


Decision 


ective Date of Action/Decision 
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RULE 1600 R 


ESIGNATION 


LoLo. 00 An employee wishing to leave the classified 


service in good standing shall=£ile with) the 
appointing authority a signed written resigna- 
tion on Form #96-5236 giving at least one (1) 
week's notice of his/her intention to leave 
county employment, unless said appointing 
authority consents to the employee leaving 
sooner. The written resignation, together 
with notice of its acceptance, shall be for- 
warded to the office of the Commission forth- 
with. 


1620), 00 An employee who leaves the classified service 
without so filing a written resignation, or 
giving one (1) week's notice, shall have that 
fact entered in his/her personnel record in 
the office of the Commission, and may be 
denied reemployment privileges by the 
Commission. 


fo30200 The appointing authority shall specifically 
state, in the “Remarks" section of the Change 
in Employee Status Form, whether or not the 
employee is in good standing at the time of 
resignation. If the appointing authority is 
allowing the employee to resign in lieu of 
dismissal, suspension or reduction, the 
employee should be considered not in good 


standing. 
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1700 Se 
DISMISSAL, SUSPENSION, REDUCTION 


£705 34) 


IP hehe ag OR, 


LV OD.03 


705.04 


ei S 


1705.06 
70S O7 


170508 


£/0D.09 


OD 52.0 


TOS Lal 


Uy Os 2 
LOS 1S 


1705.14 


A D515 


* Suspend or reduce in rank or compensation 


any officer or employee in the Classified civil 


The following reasons shall be deemed suf- 


ficient for dismissal, Suspension or reduction in 
rank or compensation, provided that such actron 
shall not perlimitsa to these reasons: 


Absence without leave. An employee who absents 
himself/herself from the job, without noti- 
fication to the appointing QUChOrIty, spore 
period of one (1) working day or more shall be 
guilty of absence without leave within the mean- 
ing of this subsection. 


COnNVICtiIon of any “Criminal act involving moral 
turpitude. 


Conduct unbecoming an employee in the public 
service. 


Disorderly or immoral conduct. 


Incapacity due to mental or physical disability 
to be determined by a medical examination. 


Incompetency or inefficiency. 


Insubordination. 


In possession of, or under the influence of alco- 
holic beverages during the employee's working 
hours or at his or her work site. 


Neglect of duty. 


Negligence or willful damage to public property 
Or waste of public supplies or equipment. 


Violation of any lawful or reasonable regulation 
Or order made and given” by a superior officer. 


Fraud in securing appointment. 


Dishonesty. 


In possession, in use, under the influence of, or 
tKattLokingoin.a..controlled=stbstance or narecot- 
ics, except when prescribed for the employee by 


his/her doctor, during the employee's working 
Hours OF at Mis/her work site. 


Discourteous treatment of the public or other 
employees. 
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= 1700 = Rube 1705.16 


1405316 Improper political SCEa vy iste, 


2705". 
OS LT Willful violation of any of the provisions of the 
Civil Service law or of these Rules. 


1710.00 NOTICE OF PROPOS 
ED ACTION AND 
TO RESPOND. EES SUCET 


WIA wine) The appointing authority, or any person 


authorized by it may take disciplinary action 
against an employee for one or more of the 
causes for discipline specified in this Rule 
by providing written notice of the proposed 
disciplinary action to the employee at least 
five (5) working days prior to the effective 
date of the proposed action. The notice shall 
be served upon the employee either personally 
Or by registered mail and shall include: (l) a 
statement Of the nature Of thesdiceip ina 
action; (2) the effective date of the action; 
(3) a statement in ordinary and concise lang- 
uage of the acts or omissions upon which the 
causes are based; (4) a statement advising the 
employee of his/her right to informally 
respond, elther oraliy of in writing, ont. 
authority initially proposing therdisciplinany 
action. 


PF LOL20 The employee shall have the right to inspect 
the materials on which the notice is based and 
which are relied on to support the reasons in 
the notice, which shall be assembled and made 
available upon request to the employee for 
his/her review, provided that nothing within 
this provision shall be construed to limit the 
right of the appointing authority to use any 
subsequently acquired information and materials 
in the case of an appeal or in any subsequent 
proceeding. 


‘ 

Li 53.0 The employee shall have the right to respond 
to the appointing authority either orally or 
in writing and to informally present such 
reasons, statements and other materials as to 
why the proposed disciplinary action should 
not be taken. The appointing authority shall 
consider the response offered by the employee 
before final action is taken. 


1715.00 DUTY STATUS DURING NOTICE PERIOD. 
Except as otherwise provided, an employee against 
whom disciplinary action is proposed is entitled to 
be retained in an active duty status daring the 


notice period. 
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— 17.0. meebo fal Bronk 


Daron 1 
Seo) When Circumstances are Such that the retention 


of an employee in an active duty status in his/her 
position may be detrimental to the interests of 
the County, the employee, the employee's fellow 
workers, Or the general PUblA cl ecne appointing 

BO LDOL LEY: may temporarily assign the employee to 
duties in which these conditions do not exist or 


place the employee in a non-active duty status 
With pay. 


1720.00 EXCEPTIONS TO NOTICE PERIOD AND OPPORTUNITY TO 
RESPOND. 


ys On: When there is reasonable cause to believe an 
employee is guilty of a crime) fore which amecne 
tence of imprisonment can be imposed, the ap- 
pointing authority is not required to give the 
employee the full five (5) working days advance 
WEAtten notice, but shal. give such less number of 
days advance notice and Opportunity to respond 
as under the circumstances is reasonable and can 
be Justified. 


NESS OE OW Extraordinary Circumstances: Notwithstanding the 
provisions of, Section 1710.00, the appointing 
authority may take disciplinary action against 
an employee by following the procedures of 
Section 1725.00 only and shall not be required 
to give the employee advance written notice when 
circumstances are such that the retention of an 
employee in an active duty status may result in 
damage to County property or may be injurious to 
the employee, the employee's fellow workers, or 
the general public. 


1725.00 ORDER OF DISMISSAL, SUSPENSION OR REDUCTION. 
Disciplinary action against any officer or employee 
in the classified civil service for one or more of 
the causes for discipline specified in this Rule 
shall become effective upon execution of a written 
order by the appointing authority stating specific- 
ally the reasons for the action. The order shall 
be immediately filed with the Director of Personnel, 
and a copy thereof.shall be furnished to the person 
to be dismissed, suspended or reduced and to the 


Civil Service Commission. 


WA 2 Sie) The officer or employee may reply in writing 
within ten (10) days from the date the order is 
f4-)-e0-wisthethe—Divector, of Personnel.. The re= 


sponse should be addressed to the appointing 
AUCMOLLLY AW Co. e CODY vO ene, Dl rector “Ofer 
sonnel. 
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1700 - Rule 1730.00 


1730.00 APPEAL AND ANSWER. 
8 


Teen ox Or, employee may, within seven (7) days 

r presentation to him of the order, appeal 
through the Director of Personnel to the Civil Serv- 
1ce Commission from the order. Upon the filing of 
the appeal, the Director of Personnel shall forth- 


with transmit the order and appeal to the Civil 
Service Commission for hearing. 


TCL Oa @) Notice of the request for appeal by the officer 


Or employee to the Civil Service Commissitonesnal 
be transmitted forthwith to the department head 
Or appolnting authority who initiated the dismis- 
sal, suspension or reduction. 


1730.20 The appointing authority or department head 
shall, within ten (10) days after receipt of such 
appeal request by the Director of Personnel, pre- 
pare or. cause, to De. prepared aAlwul oa eot 
particulars citing the incidents and evidence to 
Support the action taken against the Officer or 
employee. 


1730530 A copy of the bill of. particulars. shall Des pro, 
vided to the employee and the Civil Service Com- 
mission., . This. rude shalls also apply i1nethegeac- 
of appeal for increment or salary adjustment 
denial. 


1735.00 HEARING. 


VS 3:50 Within twenty (20) calendar days from the filing 
of the eppeal, the Commission shall commence a 
hearing and either affirm, modify or revoke the 
order. The appellant may appear personally, 
produce evidence and have counsel and a public 


hearing. 


13 ce 0 The hearing shall be informal, and the Commission 
shall not be bound by any of the rules ot evl- 
dence governing trial procedure in=stare Courts, 
provided, however, that insofar as determined 
practicable by the Commission, the hearing shall 
be conducted in accordance with the provisions of 
Section 11513 of the Government Code save and ex- 
cept that the officer or employee may be examined 
and may examine and cause any person to be 1ex= 
amined under Section 776 of the Evidence Code. 


1740.00 FINDINGS AND DECISION. ; . 
The Commission Saws with nya reasonable time after 


completion of the hearing, determine a verdict. The 
verdict by the Commission shall specify a finding as 
to each ground or reason charged. 
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i 1700 - Rule 1740.10 


40.) : ; . F; 
0 BY specific decision, the Commission may affirm, 


a ee ence modify the order and the appointing 
u Orlity or department head shall forthwith 
enforce and follow the Commission's decision. 


Any suspension Without 7 

Pay of an employee by the 
See gna thorey, for disciplinary purposes 
Snall be limitea@ to a maximum of thirty (30) 


Calendar days for any one specific incident. 


ES O.00 HEARING OFFICER. 


The Commission may, upon its judgment, employ a 
hearing officer to hear the appeal. After hearing 
the appeal, such hearing officer shall submit to the 
Commission a Proposed Decision, along with Findings 
of Fact and Conclusions of law, within a reasonable 
time. The Commission shall review the proposed 
decision and either adopt it or take other such 
action as is appropriate under the law. 


1760.00 OCCUPATIONAL ALCOHOLISM - NON-PUNITIVE ACTION. 
Notwithstanding any rule provisions to the con- 
trary, it is general policy of the County to recog- 
nize employee occupational alcoholism as a treat- 
able condition and that a policy of non-punitive 
action be followed for any employee whose job per- 
formance is impaired by such condition. Non- 
Punitive action in each case is dependent upon 
agreement of the employee to seek treatment for 
the condition and department head concurrence in 
such action as in the best interests of the County 
and the employee. Failure of the employee to agree 
to treatment or the lack of satisfactory progress 
thereafter as determined by the employee's depart- 
ment head will result in further action to be taken 


as provided! form angthis Cruse. 
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RULE 1800 


DISCRIMINATION APPEALS 


1820.00 


1830.00 


1830.01 


L830, 02 


1830.03 


PA atione or because of race, national origin, sex, 
abi bit, color, medical condition, 
ancestry, or union activity, may 

nh in writing to the Director of Per- 
sonnel. Such written appeal should contain specific 


allegations together with documented evidence sup- 
Porting the appellant's charge(s). 


INFCRMAL REVIEW. 

Very effort shall be made to resolve alleged dis- 
crimination complaints on an informal basis. Any 
applicant or employee shall within twenty (20) days 
of the alleged discrimination contact the Affirma- 
tive Action Division of the Personnel Department and 
discuss the complaint with the Equal Employment Op- 
portunity Officer or designated representative. 
Pre-complaint counseling shall be used with the ob- 
jective of achieving an informal resolution to the 
alleged discrimination complaint. 


APPEAL PROCEDURE. 

n the event that the alleged discrimination com- 
plaint is not resolved, the aggrieved person may 
within twenty (20) days from completion of the in- 
formal review file a formal complaint with the 
secretary of the Civil Service Commission. 


The complaint must provide a full Bill of 
Particulars including names, dates, places 
and witnesses involved. The Secretary shall 
immediately transmit such request to the 
Equal Employment Opportunity Officer with a 
copy thereof to the involved department head. 


The Equal Employment Opportunity Officer 
and/or his/her representative(s) shall in- 
vestigate the allegation(s) and attempt to 
satisfactorily resolve the issue(s) with the 
complainant and the involved department head. 
He/she shall issue a written decision together 
with recommended remedies, if any, within 
twenty (20) calendar days after the filing of 


the formal complaint. 


a loy- 
hrough the efforts of the Equal Employ 
ee Aes teed ae Officer and/or his/her repre- 
entative(s), a satisfactory resolution is 
eee the case shall be deemed closed. 
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1800 - Rule 1830.04 


1830.04 


1840.00 


1845.00 


1850'..00 


If the complainant Or affected department head 
LS*not Satisfied with the decision as recom- 


he/she shall have the right to file a written 
appeal to the Kern County Civil Service Com- 
m1SSlon, through the Secretary, within seven 
(7) calendar days after receipt of the 
decision. The Commission Shall within twenty 


(20) days after receipt by the Secretary 
commence a hearing. 


HEARING. 


The hearing shall be informal, provided, however, 
that insofar as determined practicable by the Com- 
mission, the hearing shall be conducted in accord- 
ance with the provisions of section 1513 - orm the 
Government Code save and except that the department 
head appellant may be examined and may examine and 
cause any person to be examined under Section 776 of 
the Evidence Code. The complainant may appear 
personally, produce evidence and have counsel and a 
public hearing. 


HEARING OFFICER. 

The Commission may, upon its judgment, employ a 
hearing officer to hear the appeal. After hearing 
the appeal, such hearing officer shall submit to the 
Commission a proposed Decision, along with Findings 
of Fact and Conclusions of Law, within a reasonable 
time. The Commission shall review the proposed 
decision and either adopt it or take other such 
action as appropriate under the law. 


DISCRIMINATION HEARING BY COMMISSION. 


In the event the Commission chooses to hear the 


Casev-as the impartial hearing body,.it shall mavens 
decision within a reasonable time and such decision 
shall be final and binding upon the County and the 


complainant. 
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RULE 1900 


ELIMINATION OF OFFICE 


1900.00 DEFINITIONS. 


AS used in this rule, 


words 
defined as follows: AnCoPULA SSE SSR Eau ele 


eoeeaces eftice”™.: Any office which has been elim- 
1a ed as a separate entity and the duties and func- 
tions of which have been absorbed by, and are to be 
performed by, Beprimary Offace-.4 secondary office 
shall also include any city office of any incorpora- 
ted city within Kern County which has been elimi- 
nated because of the consolidation or assumption of 
the duties and functions of such City Offices by 7a 


Soueee office in accordance with provisions of State 
aw. 


“Primary office": Any office which continues to 
perform the duties and functions incumbent upon and 
incidental to its original purpose, but which, in 
‘addition thereto, assumes the duties and functions 


of a previously existing secondary office which has 
been eliminated. 


“Consolidate”: TO. transfer,.to,a. primary) of. i. emcees 
duties and functions formerly incumbent upon and 
performed by an eliminated secondary office. 


1910.00 APPOINTMENT CF FORMER EMPLOYEES OF ELIMINATED 
SECONDARY OFFICE. 


LOTOL10 Deputies: Whenever a secondary office has been 
eliminated and the former duties and functions 
thereof have been transferred to and consolida- 
ted with the duties and functions of a primary 
office under any provision of law which provides 
that the duties and functions of the eliminated 
secondary office shall be assumed and performed 
by the primary office and/or the designated de- 
puties of such primary office, then, in such 
event,. the. appointing authority of the primary 
office may, upon request therefor made to the 
Commission, appoint such designated deputies 
from among the former employees of the formerly 
existing secondary office who held therein, as 
regular employees, employment duties of a nature 
substantially equivalent to the duties of the 
designated deputy to be appointed by the pri- 
mary office; in any such event, the appointing 
authority of the primary office may make such 
appointment without examination as otherwise 
provided in Rule 400 and without reference to 
the eligible list as otherwise provided in Rule 
500 and without reference to request for certi- 
fication as otherwise provided in Rule 600. 
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1900 - Rule 1910.20 


2210.20 Other than deputies; 


Of the Primary office 
Other than deputies to 


lished in the Primary office, under the same 
conditions and under the same rules as herein- 
above provided in Section 1900.00 of this rule 
for the appointment of deputies; former employ- 
ees of the Secondary office appointed to the 
Primary office under the provisions of this 

be ogtephe(Z)eshal be clasce eqn accord 

Né particular designation of the employ- 
ment within the Primary office and without 
reference to any particular classification there- 


tofore held by the appointee in eliminated 
secondary office. 


PI20.00 PROBATIONARY PERIOD. 
The appointee whose appointment has been effected 
under the provisions of this Rule* 1900 "shal l@beecub= 
ject to the provisions of Rule 700 relating, to pro— 
bationary period and said appointee shall be deemed 
a probationer subject to the intents and purposes of 
Said Rule 700 irrespective of the period of service 
of said appointee as an employee of the eliminated 
secondary department. 


1930.00 VACATION, SICK LEAVE AND RETIREMENT. 
Any vacation, sick leave or health or retirement 
rights or benefits which were earned by, of which 
accrued to the benefits of, any employee of second- 
ary department, shall, upon the appointment of said 
employee of the primary department under the provi- 
sions of this rule, be transferred to the credit and 
benefit of the appointee as an employee of the pri- 
ary department. Provided such vacation, sick leave, 
health or other benefits were earned under the same 
vacation, sick leave or health ordinance or Systems 
in the case of the consolidation of County oftices 


or departments. 
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RULE 2000 


POLITICAT ACTIVITY OF COUNTY EMPLOYEES 


political activity on 
County time or in any manner involving the use of 
County Property or expenditure of public funds nor 
conveying the implication of County endorsement or 
Support for a candidate for local, state or federal 
Otflice @Theseival Service Commission May adopt such 
other rules regulating the political activities of 
employees as may be necessary to preserve the 
efficiency and integrity of the Kern County govern- 
ment or this civil service system. 
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RULE 2 
100 CERTIFICATION OF PAY ROLLS 


O00) PRE-AUDIT oF BAY ROLLS. 
ror the purpose o 


242.0 300 OFFICIAL ROSTER. 
EER 


The Commission shall maintain in its office an offi- 
clal roster of all persons employed in the classi- 
fied service and Shall record all changes in employ- 
ment status, changes in Pay and other matters perti- 
nent to carrying out the provisions of the Kern 
County Initiative Civil Service Ordinance. Depart- 
ment heads shall be responsible for reportingeto: the 
Commission information necessary for maintenance of 
the roster and for checking payrolls. 


2130.00 PAYROLLS TO BE SUBMITTED. 
A Payroiis or claims Containing the names of any 
person or persons to be paid for service rendered in 
POSitions in the classified service shall be sub- 
mitted to the Director who Shall cause such payrolls 
Or claims to be examined to determine whether the 
employees whose names appear thereon have been ap- 
pointed, promoted, demoted or their salaries in- 
creased or decreased in accordance with the provi- 
sions of the Kern County Initiative Civil Service 
Ordinance and of the rules and regulations pre- 
scribed thereunder. 


2135.00 PAYROLLS TO BE CERTIFIED IF APPROVED. 
ff, upon examination: of a payroll or Claim tie 
names, position code and item number, period for 
which payments are to be made, and the rates of pay 
of the person to be paid are found to be in accord- 
ance with the provisions of the Salary Ordinance 
and the Kern County Initiative Civil Service Ordin- 
ance and the Rules and Regulations prescribed there- 
under, certification of that shall be made upon such 
payroll or claim by the Director, 


2140.00 CERTIFICATION OF PAYROLLS WITHHELD IF NOT APPROVED. 
, upon examination of payro On Clad) ers 
found that any person named thereon has been em- 
ployed in violation of any provision of the Salary 
Ordinance and of the: Kern’ County Initiative civia 
Service Ordinance and/or Rules and Regulations of 
pne- Commission, certification of such violation 
shall be made upn such payroll or claim and such 
certification shall serve as official notification 
tor tne County Auditor—Controller that the drawing, 
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2100 - Rule 2140.00 (continued) 


ment of salaries or compensation to such person is 
unlawful. 


2140.01 If the Director has found any violation as de- 


scribed above, he shall also immediately notify 
the appointing authority. 


2145.00 PERSONS AUTHORIZED TO CERTIFY PAYROLLS. 
The DirectorschalMmace for the Commission in check- 
ing and certifying payrolls and shall supervise the 
work. He may refer to the Commission for considera- 
tion, any irregularity discovered Which, dnote 
Opinion, involves the interpretation or application 
of the Civil Service Ordinance or the Commission's 
rules. The Director may authorize in writing any 
regular employee of the Personnel Department to 
check and certify payrolls in the Director's 
name. 
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RULE 2200 
ORGANIZATION AND ADMINISTRATION 


Be OG THE COMMISSION. 
ee ET 
commissi 
tive Civ 


Sei Vvice Commission consisting of five (5) 
oners is created by the Kern County Initia= 
1l Service Ordinance. 
220% PaO 

0.10 Duties and Res Onsibilities: The Commission 
has the authority and responsibility to: 
a2 Oral) Prescribe, amend and enforce rules and 
regulations for the administratirongon.a 
comprehensive Civil service system, as Dis 
vided in the Kern County Enitiativercivid 


Service Ordinance A-126 (As amended by 
Ordinance A-323)., 


ea Oa 2 Make investigations concerning the enforcement 
and effect of the Kern County Initiativercsyi) 
Service Ordinance (As amended by Ordinance 
A-323) and these rules and regulations and 


take such action as is necessary to enforce 
same. 


2220513 Appoint a Director of Personnel and such other 
staff as is necessary to conduct the business 
of the Commission. 


De Oig lee: Establish the general policy to be followed in 
the administration of the civil service sys- 
tem. 


Denne 5 Keep minutes of the proceedings, a roster of 
all county employees in the classified serv- 
ice, a records of its examinations, and such 
other records as are desirable and necessary 
to administer the personnel systen. 


2220.16 Make an annual report to the Board of Super- 
visors. 


9590.00 ELECTION) OFHOFFIGERS# = AtWi CSUmaest- mectingsos each 
Calendar year, the Commission shall elect one of its 


members President and another Vice President who 
shall hold office until a successor shall be elected 


and qualified. 


hall 
M: Three (3) members of the Commission st 
aoarne ae etitute a guorum for the transaction of business. 


- : tings of the Com- 

SSICN MEETINGS: Regular mee 

2227.00 i Shall be held at 7:30 p.m. on the second | 
ars of each month in-.the office of the Commission 
10 fees that when such day is a holiday the meeting 
notes be held on another day of that same week at the 
Ss 
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ee 2200 =~ Rule 2297-06 (continued) 


ae hour, Special meetings shall be held on the 

ca 1 of the president or any three 3 of the 
Commissioners. All meetings of the Commission, 
whether regular or special shall be open to the 
Public except for certain meetings or portions of 
meetings where the Commission may, by law, enter into 


executive session. 
2229.00 ORDER OF BUSINESS. 
OL NESS. 


Except as otherwise provided herein, business at 
Commission meetings shall be in the following 


order; 
2229.0 Reading of the minutes. 
Zuo 20 Publ tc Srequests. 
2229830 Departmental requests. 
2229.40 Director reports/requests. 
E220 00 Commissioner items. 


2232.00 DIRECTOR OF PERSONNEL. 
The Commission shall appoint a Director of Personnel 
and such other staff as may be necessary to transact 
its business properly and as authorized by law. The 
Director shall be the executive officer of the Com- 
mission and under direction of the Commission shall: 


22350 LD Be the general manager of the Personnel De- 
partment and be responsible for the direction 
of the work and the personnel of said depart- 


ment. 


DZS 2s20 Administer and enforce these rules; investi- 
gate the effect “of their enforcement’ and 
report from time to time any violations and | 
other conditions which in his judgment make it 
desirable to amend the rules. 


BOB 2 .oU Determine which examinations are needed and 
set the dates for holding them. 


2232240 Keep the records of the proceedings of the 
; Commission and have charge of and be respon- 
sible for the safekeeping of the books, 
records, papers and other property in its 


Oftiee. 


Make: certifications’ of those wltg ible: stor 


reo) 
casi appointment or employment. 
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2200 - Rule 2232.60 


2232.60 one 
Administer the Provisions for transfers, 


le 
aves of absence, separations and reemploy- 
ment privileges, 


PLPC SEN) 
Have chargé of all mattere pertaining to the 


Preparation and conduct of examinations and in 
this connection shall: 
2aaL2y lt Establish and maintain an examination man- 
agement system which provides for valid 
and reliable selection and promotional 
€xaminations, subject to established re- 
source constraints and in accordance with 
accepted standards for testing, and approp- 
riate federal and state laws. 


2232.72 Prepare or cause to be prepared and posted 
Oofticial bulvetings announcing examinations. 


PROSSER EAE) Prepare or cause to be prepared forms for 
all transactions of the Commission. 


22Ss2n7 4 Determine or cause to be determined the 
subjects in each examination and the 


relative weights of each. 


BLS 2415 Prepare or cause to be prepared suitable 
questions to be asked in the various 
examinations and report the results of each 
examination to the Commission. 


2282.70 Protect or cause to be protected all examina- 
tion materials to prevent unauthorized dis- 


closure and compromise. 


2232077 Appoint experts to aid him/her in preparing 
questions and rating examination papers, 


whenever necessary. 


aie Mee Direct the work of examiners, or other 
j employees subordinate to him/her and take care 
to secure accuracy, uniformity and justice in 


their proceedings. 


Pass upon all questions relating to the eligi- 
bility of applicants for examination, based 
upon their written application, and also 
questions relating to the admissibility of 
applicants when they appear for examination, 
and in this regard conduct such investigation, 
as necessary, into the background of applicants 


to ensure their fitness for the positions to 
which applied. 


B2a 2.712 


2200 - Rule 2232.80 


232), 

2.80 Prepare Or cause to be prepared the checking 
and certifying of payrolls. 

2232.90 Administer the classification and compensation 
plans. 

2233~ 00 Approve accounts for all expenses arising 
within the department. 

2234.00 Generally conduct the correspondence of the 
Commission and perform such other appropri- 
ate duties as it may assign to him, or as set 
forth in these rules. 

2235.00 The Director of Personnel shall annually 


assemble and review pay scale data within Kern 
County relating to the various classes and 
positions of bench mark jobs which are com- 
parable to various classifications in the 
classified service of Kern County. 


2240.00 SECRETARY CF COMMISSION. 
The Director shall attend all Commission meetings, 
shall act as secretary to the Commission, shall pre- 
sent matters requiring action by the Commission and 
shall prepare the minutes. 


2250.00 COMMISSION RECORDS. 
Minutes of the Commission meetings, the classifica- 
tion and pay plan, actions of dismissal and suspen- 
sion, and the rules shall be considered public re- 
cord, Other records of the Commission ‘shall be con] 
Fidential by reason of public policy except. as 
otherwise provided in these Rules and Regulations. 
All records of the Commission shall be in custody of 
the Director, and disclosure to the public shall be 
at the Director's discretion, and in accordance with 
the law. 
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RULE 2300 RULES AND REGULATIONS 


2301.00 AMENDMENT OF RULES - Amendment of the Rules and Regu- 
lations or additions thereto may be proposed at any 
meeting of the Commission, but action thereon shall 
not be taken until a subsequent meeting. All rules 
and amendments thereof shall become effective upon 
the date of their adoption by the Commission and 
shall be printed forthwith for distribution. 


2302.00 REGULATIONS - The Commission may, from time to time, 

adopt and record in the minutes, regulations or pro- 

cedures for the administration of these Rules, and a 

copy thereof shall be furnished to each department of 
the county government. 
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